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INTRODUCT ION '
* Rationale K

. , s . *
Until 1979, 4-H was one of a small minority of youth-serving organizations
that had continued to grow during the 70's. 'The task force that developed
4-H In Century III challenged 4-H to continue its growth and purposes,
especially in-the areds of increasing voluntéer 1eadership and private
and public fundijng. &4-H In Century III was the fesponse/of the task
force to the 1976 Extensjon Committee on Organization and Policzdﬁf
ry and

. ‘chargé to look into the first decade of our country s third cen
recommend directtons and thrusts that will keep 4-H strong and growing
While maintaining a hold on the strength of traditional programs, the <o
recommendations explored new concepts designed to serve a broader clientele
in an ever-changing world. : . .

4-H alumni, consistihg of over 40 million Americans, age a' largely untapped
resource that can contribute to the growth and expansion advocated in
! 4-H In Century III. Presently, there are several organized 4-H alumni
. groups including International 4-H Youth Exchange (IFYE), &4-H All Stars,
4-H CGonference Associates and 4-H Collegiéte Clubs. These groups consist -
ohly of “a small percentage of the total ntmber of 4-H alumni. The Gallup
Poll conducted interviews with a national sample of 3,075 adults, .18 years
] of age and older, during the period of December 1-7, 1978 and January 18-31, 4
- .1979, Statistics gathered from this study show that 10% of the population
. have participated in 4-H. Unfortunately, only 1% of the a umni report
participating both as a member and as an«gdult 1eader.

. -
.,-—\ 4

»
-t

Using alumnd to fulfill volunteer needs and‘serve as a support system for
4-H, has several advantages. Alumni possess a asic understanding of the
thrusts and goals of 4-H, therefore, little a;ﬁ?tional training is necessary.
Furthermore, because alumni have an understanding and appreciation of 4-H,
'they will be more likely to support 4-H ovei/other organizations. - *

Several reasons can be cited to explairr the lack of alumni involvemént.
Many alumni have never been personally asked to contribute their resdurces.
Other alumni, unaware of the opportunities available to serve 4-H as an alumnus,
never volunteered their services. In other situations, an alumnus' involvement
in 4-H formerly took place in a rural environment. Later in life, they relo-
- cated to an urban area, unaware that 4-H exists in urban settings. If these
alymni werd located and informed of 4-H's present activigies and how they :
could be infolved, frequently they would contribute to 4-H in some capdcity.
" 4-H In Century IIT specifically outlines various areas of leadership expansion
needed within 4-H. As of 1973, there were 353,899 volunteer leaders recorded
- in Volume I, Long-Term &4- H Tr¥nds. - 4-H is challenged to double this number
of leaders in the next decade. Present leaders are challenged’to recruit and
train teens for‘further leaVership and tb6 Create well*defined job descriptions

«
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as volunteer roles expand. Much of this leadership can be provided by .
alumni as they are recruited into active involvement, Additional leadership
also can be derived from community citizéns who volunteer because the& see
¢ 2 alumni's continued commitment to 4-H.: - ' ] i X )
4-H is challenged to increase dramatically, its private and public funding -
base. 1In order to accomplish this, more systematic methods of evaluating
and reporting statistics.are necessary. Presently, many counties only
report humbers rather than names and facts. As alumni are located, organized
" data can be collected. The data collected on alummi can serve as a base for
historical records validating the claims of 4~H: Furthermore, as alumni '
are more apt to be influenced. Thus 4-H will be able to gather additional
financial ‘and human, resources to aid 4-H. '

S
¢

’

Throughout™ the remainder of 4~H In Century III, leaders are urged to train
youth in basic life skills. As alumi are found and organized, they can .
share a broad variety of their skills and reSources with young 4-H'ers.
Alumni’ can” serve as resource people, project leaders, speakers and’ demon-—
stration activity leaders. Specific resources in the areas of economics,
jobs and careers, health, citizenship, nutrition, consumer education and
leadership development can' befoffered. -Alumni also can serve as much needed
role models for youth. These 40 million Americans can offer many résources
to aid 4~-H in obtaining the goals outlined in 4-H In Century III.

While 4~H benefits from involved alumi, alumni also can profit from involve-

. ment with 4~H. Several aréas can be recognized where the alumnus is offered
opportunities to grow and expand while serving &4-H. Interacting with other
alumni, they are able to renew old friendships from 4-H days ahd develop new
relationships with people sharing similar interests. When an alumnus receives
a 4-H or alumi newsletter, he can be updated on current ‘happenings, as well
as recall the pleasant memories of the past. . .

. , - z
Investment in 4~H is a preventative measure. It costs 12.75 federal dollarsl <
& year to enroll, a child in 4-H, compared to $17,000per year to house a )

- juvenile criminal in a public ingtitution.? An alumnus may receive great satis-
faction investing in the future of a child.as he works to develop the child's S
character and leadership capabilities. Additionally, an alumnus working im.
the 4-H structyre can accomplish far‘more fof society than an individuval working

. on His own. . : ‘

thie instructing children, an alumnus' own interest in education and desire
7. to expand . himself will be awakened. Interacting with youth gives the alumnus
arn opportupity to experiment in new fields of activity and gain knowledge
+ ~helpful to’him intellectually and in his career. -
Recognition from 4-H for present efforts and past accomplishments are encouraging
"and rewarding to an alumnué. ' ‘
Vie%ing the positive benefits alumi can offer 4-H, as well as ways alumni
can derive satisfactfon from involvement in 4-H, should encourage 4-H leaders

to begin the process of finding and organizing alumni.
{ . / .o :




Purpose:

v

\ . )

The purpose of this project is to provide a model for identifying and organi-

zing 4-H alumni and to utilize their strengths'in promoting and expanding .

4-H programs. Eight objectives have been established. ’ -

, - i L JN

1. Obtain cooperation of the Extension Administration in Maryland,
Virginia and Wasﬁington, D.C. to support and involve .urban

. county staff.

2. Solicit the suppart and cooperation of the Washington, D.C.
Metropolitan Area 4-~H Council. .

3. Review the scope of activities currently being performed by
4-H alumni groups.

4. Review strategies, utiMwezed by other youth serving agencies in
the D.C. area to identify and maintain alumni groups.

.
T
e T QI

5. Develop a strategy for identifying 4-H alumni in the metropolitan
. ,_counties.
! 6. Identify the responsibilities 4-H alumni groups could assume in
their respective counties.

‘ ‘\_ ) 7. Develop a scheme for the initial involvement of 4-H alumni with
\ . current 4-H programs. .

8. Develop guidelines for "Techniques ané'Strategies of ddentifying
and Involving 4-H Alumni" for national distribution.

. Five of the eight listed objectives were successfully éompleted (1, 3,464 7,
8).» When work was begun on objective 4 (review the strategies, utilized by~
other youth serving agencies), no other youth serving agencies with organjzed
alumni groups were found:. Therefore, it was impossible to complete obJective
4, Additional difficulties which developed during the course of the internship N
complicated the completion of objectives 2 and 5.
The support and c00peration of the Metropolitan Area 4-H Council was initially
gained at their September 1979 meeting. The Montgomery County, Marylapd,
ﬁglington Virginia and District of Columbia agents volunteered to work on
e development of this project. Unfortunately, some of their initial support {77
-wds not continued. Due to changes in organization structure, the D.C. agent
felt unable to work with this project and the Arlington County agent resigned
. during the course of the project. Work continued with the Montgomery County
v agent and through the Executive Council, with. Arlington County.  Due to un- ;
fortunate circumstances, ‘attempts 'to organize a core ‘group of alumni to locate @ 4 !
other:alumni was delayed til January, 1980. In January, attempts were made
" to form three Ad Hoc Alumi Organization Committees in Arlington, Fairfax and - &
Montgongery Counties that would begin to.locate and organize 4-H alumi. The
outcokie, of these attempts will be discussed in the conclqding remarks of this
paper, ﬁage 68.

1
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FINDING AND ORGANIZING ALUMNI

&,
.

%
Alumni Organizer ' ) . i
B %

_A&s foq, an Extension agent, begin the procegs of finding add organizing 4-H 1
,agpmni, an immediate pE;blem arises. Who will carry out, and complete the
process of finding 4-H\alumi? . g
t

A committed core of people who understand 4-H and are interested in investing
their time and efforts to start this procedure are the best pgospects. Your
most probable resources are alumni who have had a special expérience with

4-H. The assumption {s that they would be more likely to have seen the assets

and experienced the. benkfits of 4~H and would be willing to expend their :
time and efforts? b .
@ ]

The following are suggested as possible resource people that may be interested
in organiziné and facilitating this project: L

e
H

{

Egecutive Council Members

In the event that your county has an organized County 4-H
Executive Council, ask its members for recommendations of -
°1eadership.prospects to organize this project. Some members
may be interested in voluntteering their time. Other members
may offer viable suggestions fdr leadership.

.
. ' - ’

Honored Alumni

’ e . : :

State 4-H winners, county 4-H winners, 4-H alumni fecipients
national winners and _4-H officers offer 3 potential pool of
‘resources. 4 . <. ?

Retired ‘4-H Leaders
\ .
In the Extension office, lists of honored alummni and retired 4-H
leaders may have been filed. Locate the addresses of these alumni
and begin to write to those that are still living within the county.
In the letter, ask the recipient if he would be interested in ex-
A\ panding 4-H through the involvement of alumni. Include one telephone
kpmber he can call if he is interested in this project.

ribute letters to all volunteer 1eaders through the county Extension
e. The format can be identical to ‘the letter sent to retired

%a. Replies also may be received through the Extension office.
:éneed further recommendations for leadership in formulating a

p of organizers, additional suggestions may be obtained in’

» ''Identifying Resources" and




Organizational Decisions

LW N
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. Once a core group has been established, a meeting date and time should

be arranged to discuss organizational decisions. One consideration for
discussion is the formation of an alumi organization with membership
fees, which ‘could offset the cost of finding and.maintaining records of
alumni. This structure would provide an avenue for alumni to re-involve’
themselves in 4-H With varying degrees of commitment.

In the event that the organizers decide to form an alummi organization,
the group will need to clarify their goals. ‘Based on these goals, it

is necessary to determige whether a state or county organization can

‘best accomplish them. enefits can be derived from both organizational

strbctures It is not the intent of this report to persuade the alumni
organizers which structure is best, only to state the advantages of each.

)

Advantages oﬁ,COunty Organizatien . " .t

14

1. Advantages because of smaller geographic area:

- easier to locate alumni
- organizers are closer and more available to each other
- prospectivé members need to expend less effort to
involve themselves . ‘ .
- success far more visible to the public g

2. Advantages because of smaller population:.
!
- fewer people to contact and to maintain cormunication with ‘
- volunteer needs can be assessed and met

-

‘e

Advantages of State Organization .

state organization provides a suceessful model

. an established financial base can aid counties in organizing
central leadership is provided <
. funds can be distributed to 4-H throughout the state

. greater stability in leadership due to less mobility in state
.. statewide promotion of 4-H is accomplished

Other factors that the organizers should discuss include:

Membership fees, expenditures, membership applicationms, publicity, information /
brochures and an alumni maintenance system. These tasks can be delegated
to members of the organization, or additional outside help can be recruited

_.from other ‘sources. Possible resources are: a part-time worker, a student

intern or summer work-5tudy student.

v

The Tennessee 4~H Alumni Organization hired a part-time worker for 7-10
.hours a week for one year, with funds from their membership dues. This,
worker was able to identify 1,200 alummi names and addresses and ‘to send
them membership information. Three to four hundred of -these contacted
alumi became members. X _ \
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It is important at this time to consider the alumni organization's relationship
with existing organ¥zed,groups that promote and support 4-H{ One such .
organized group is e Volunteer, Executive Council, which is established .
in 30 states. The alumni organizers should plad to work with this council

sO unnecessary overlapping of‘work is.eliminated.” Communications between
groups can be conducted through written and oral reports or through a
representative of the council who is a member of both groups.

Model Alummi.Assoéiagionx ' ’ '

In -the course of her research efforts, the inteén discovered a successful
alumni group located in Tennessee. She offers the following model.derived
ﬁrom this organization as well as additions from her own findings. The
alumni organizers will want to adapt and alter this information as they see
fit. Throughout’ the balance of this .paper, the author will use the Tennessee
4-H Alumni, Inc. organization as a model to suggest jideas as well as share
projects that have been successful for their associations.,:

Purpose: .
~

" The Tennessee 4-H Alumni, Inc. began in.1975 as a statewide organization.
Its purpose is stated as: a non-profit 6féanization that seeks ways
and means to support ang promote 4-H opportunities on a local, district
and statewide basis. As a by-product, the alumni jain opportunities
to make new acquaintances and renew friendships. Their motto Jis:
"Continuing Service." .

Membership: R ’ ~
‘Tennessee ‘established three memberéh&g}categories consisting of: life
* membership - $100, joint-life membership, husband and wife - $150 and
annual membership - $10. ,Young 4-H'ers may become life members for
$50 one year after their active 4-H'status ends. Adult life memberships
can be paid in five annual installments of $20. After each 1ife member
has paid the membership fee in full, he Yeceives a gold foil certificate.
Annual members receive a paper certificate. A sample membership appli-
cation form follows. 3 -

t

Budget: ) A

.

Annual memberships are shared as follows: 10% given to county alumi
organizations and 90% kept for expenses. Life memberships are divided
with 10% for vounty alumni organizations, 55% put in a savings account
and 357 for expenses.

»
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. " SAMPLE MEMBERSHIP APPLICATION T

Name " ) B
(Last) (First) (Maiden/Middle)
Address (//H\ .
- (Street) T (City) . (State) " (2ip)
Phone: Residence Phone: Business N
Occupation L County of Active 4-H Years

-

Parents’ Names (If living)

~

s

Address :

\ (Street) ‘ ~(City) (State) (zip) .
Phone: Residence ’ )

4-H projects I participated and woﬁdin

Two names and addresses of people who will always know where you live:

Name Name ‘ -

- - . -
. (Street) (City) (State) - (Street) (city) - (State)
(zip) (Telephone) (Z2ip) . (Telephone)

Make checks payable to: . Mail‘;o:' -

. . . '

O Lifetime Membership $ ] _

, Check Appropriate Box: ,
O Joint Life Membership $ 0O - Active

- @ Annual Membership $ ) Inactive
’ S

> ’

Membership signed by above-named alumnus

.
[l -

Job Assigdmenﬁs: Three major components are identified in the organization's
. job assignments. -

1. | Research - collect, date and file research information, addresses and
telephone numbers,
- collect newspaper clippings on deaths, marriages, engagements -
and other relevant data on alumni

contact alumni
- receive and date mail
% - correspond with sender of mail
- develop, print and send newsletters, membership information
pamphlets and membership applications .
- organize’'the filing system ~ .

}

2. Secretarial

3. Financial - record and date inceme and expenditures *
- organize file for cancelled checks

Q ’ . ' -]a N
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Filing System - A ' e .
“ . . t v
A practical and efficjent filing system is necessary in~maintaining current

on alumi., To organize this system, determine an accessible location

- for storage of records ahd files. Then establish central post office box *
and phone numbers. Lastly, develop at least .three, possibly four, catalogue ,

systems consisting of:, a master file,qbiograph&cal file,. cancelled check -
file'4nd occupational file. N . . ‘
. “

1. Master File:

—'- > ~

This file consists of 3 x 5 index cards, including information on all ' .
found alumni; their current addresses,” phone numbers and membership
status. Systematize the cards by alphabetical order. ,When the need -
arises, use this file to fotmulate a mailing list.

Biographical File: .
¢

.

> - A “
(R To begin this file, alphabetize all membership cards received. Newspape%
clippings that have been collected, and response information update
surveys that the assoclation sends out annually to members can be stored
in this file. :

3. Financial Files:

-

This file contains all photostats, cancelled checks and any other
" financial records. Systematize the file alphabetically by alumni names
and store the checks under the proper alumus' name. This file will
aid greatly tJ insure accurate, complete financial records.

.

]

Occupational Files:® ' . ‘ . ,

LN

a

This file consists of alumni members, indexed by their occupations.
- Occupations should be* categorized under headings that can serve &3 useful
resoburces to the alumhi association. For example: accountant, paper
goods distributor, politician, eteé. :

-

In order to maintain an accurate and up-to-date system, all data should
[ be accurately recorded and dated. Information changes should be made !
promptly in all files. As new addresses, phone numbers and other in-
formation changes are found, change the data on the master card system
first, recording the-date and source of the information. Then change
the information on the other files. A system of codes can be established
®to represent: source of information changes, member, non-member, occu-
pation, etc. These codes will reduce volunteer time and, increase the
_efficiency of the system. ‘
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Indentifying Resources

]
. After organizational decisions are completed and a mainfenance system devised,

" the.alumi organizers can proceed & locate alumni. To begin this process,
identify all the previous research that has been compiled and,collect any ‘
lists:of alummri that have been formulated: Listed below are several resources
‘that will be useful in locating alumni.

~

. Surve . .
Surveys to locate alumni, distributed, collected and co&piled in the pas€t,
may prove helpful in your present search. Contact, the National 4-H Council, .

. Extension Service, USDA and your state and county 4-H offices and request
information on any sutveys that were compiled in the past to collect infor- ,
mation on alumni.. For example: Mrs. Terry Flores sent a survey to 50 states,
Puerto Rico, Guam, The Virgin Jslands and the District of Columbia in 1975.
From the last few questions on the returned survey alummi clubs that now
e€xist, were identified by state, with some of the characteristics of those
clubs. Fifty-three of 54 surveys sent out were returned; 66% (35 of 53) of
the states stated they have @lumni organizations. The most prevalent includ
IFYE 57% (20 of 35), Collegiate Clubs 54% (19 of 35), All Stars 20% (7 of 35
Conference Associates 20% (7 of 35) and Foundation Boards 8% (3 of 35). lhny
of these clubs also have mailing lists. To obtain information on what clubs .
exist in your county; as well as gain access to the mailing list, contact ("
the State 4-H office or the County Extension office. Information about
Collegiate Clubs can be obtained from the State Land-Grant University. After
obtaining the current names and addresses of the alumni members, send them
information on the alumni association and membership applicationms.

»

Another survey was completed in 1977 by the National 4-H Council to identify
members of Congress and their staffs who are 4-H alumni. In this casg, a
list of alumni was established, but no contact was made with the identified
alumni. Consequently, the information that was collected can now be used
to contact the alumni. Additional surveys have been held at state fairs, .
businesses and shopping malls. .

. R )
The School System L,

' The school system is, another established resource that can be used to reach
many people without an extensive effort. One method of utilizing the school
system is to distribute a flyer to the parents via students. The Superin-
tendent's Office was contacted in three counties within the same state to
determine the valid procedure for distributibn. In this situation, the
procedures were similar. The flyer that is.to be distributed, should be

' . mailed to the County Superintendent's Office for approval. When approved,
you will be notified of the procedure for distribution within the school
system. To determine the valid procedure in your county, call the County
Superintendent's Office. Tips on developing flyers are included in Appendix
A, page 36, - E

.

- »




Another means to use the school system is‘through announcements placed

in school publications. Two publications distriblted in most counties

aré the PTA Newsletter and the  School Community Newsletter. The PTA

' <« Newsletter is sent to parents of school age children and the School
Community Newsletter is distributed to all homes and apartments within
a school district. Together these publications reach a majority of
the population. Information on who to coptact regarding placing ads

.
awd

. . in either of these publications can be obtained at the County Super-
7’ intendent's Office. Ideas for advertisements are included in the
" appendix. ' , ‘
. * N . ' \
. - . 4-H Gatherings . .
» / he <@ N - -

Any 4-H affair is an opportunity to recruit alumni. Meetings for parents
+ of 4-H'ers, awards banquets, reunions and other social gatherings are ,

. occasions to ask alumni to identify themselves. At one point in the o
program, share with the audience the opportunities that are available for
alumni to re-invglve themselves in serving 4-H through the newly formed
alumnf organization. Pass out information cards and ask interested alumni
to register their names, .addresses, and phone numbers.

4-H Members ) i

. s I’
Present 4-H membérs are potential participants for the alumni association
"after their active 4-H years end. Contact these young people before they
leave 4-H. Explain the opportunities availaBle to them as alupni involved
in’ the association. Then ask those who are interested to fill out
information cards“for your files. Ask for information that is normally

- included in your membership card and collect additional information on:

. ’ “ the number of -years the member participated as an active 4-H'er, the

5 high school attended and college plans. Use this opportunity to educate

4~H members to the importance of keeping in contact with alumni association
by sending in new addresses as they change residences.

Publicity Methods .

1. VWrite a brief, informéfive’announcement. Contact the publiéity'hahagers
of shoppers guides, local businesses and local’newspapgrs. Explain
" to the manager that you are in the process of locating 4-H alumni
. and would like to have their cobperation and support. o
N / -~

| 2. Develop flyers, brochures and posters. Place them on bulletin boards

§ i and in windows of grocery stores, in libraries, churches, launderettes,
gas stations, restaurants, local shops, beauty shops, drug stores, banks,
civic halis, fental offices and other places where people congregate.

f p
| ) 'S K ; 4 ! '
| \ 3. Sponsor alumni registration in local banks,. businesses and at 4-H and
| ‘ county fairs. ' - . ]
. n - -“' . :i
4. Ask the bhone or gas company if they will include a post card in their /“.}

' monthly billings asking 4-H alumni to identify themselves. Other
‘ , companies may be asked to place a one-sentence adveg;isement on their
o - paychecks.




5. Deve%gp a short slide presentation, flip chart, video tape or
photographic display. Use it in a manned booth ifi a shopping
certer, at a ball game, in front of the theatre or at a County - .
Fair. Within the presentation, explain what 4-H is presently )
_ doing, future aspirations for the program and opportunities
that are available to alumni through involvement with the 4-H
alumi association. At the conclusion of the presentations
pass out cards asking-~alummi to reglster their names, addresses
and phone numbers.: P

I3
»

6. Orginiéz a volunteer speakers bureau to speak at meetings of .
various community groups such as civic clubs, school organizatioms,
business associations and 4-H banquets. This bureau will raise
the public's image of 4-H as well as increase the public's
knowledge of opportunities available within 4-H. The formation
and use of a speakers bureau in Tennessee Has been very success-—
fult Refer to Appendlx B, page 60.

Mass Media ‘. , .

Before expending efforts in gaining publicity through media, consider
the availability .of this resource. In large urban areas such as -
Washipgton, D.C., it is almost.impossible to receive television coverage
or public radio time ynless the news announcement affects a majority
of the population. .As a campaign to identify 4-H alumni does not meet
this criteria it may be better strategy to expend your efforts pursuing
other methods of publicity. However, if you are located in a less
populated area where media are more accessible, these resources may be
useful in gaining coverage and alerting the public to your campaign.
If you choose to ‘use media, develop a news release or public service
announcement according to standard forms. .

] 9

Direct Mailings ’ “ . . .

Car Cards

- N -]
Direct mailings are another means to reach the public. Unfortunately,
this method is often costly and munsuccessful. As a last resort, this
method may be utilized by sending out double post cards to a carefully
selected audienge. Refer to Appendix A for an example..

. ; . .
) . .

Car cards can be placed on transportation vehicles such as buses and in

subway cars. The company will usually donate, the space to a non-profit

organization, but often gharge for the cost of labor to place the card. ¥.
14

Considerations

o .

To determine publicity methods that will best reach the public you want

to locate, analyze the county overall, the nature of the general popu-— ’
lation, the characteristics that are specific to 4-H alumni and the L4

funds that ares available. Evaluate the county.in terms of: size and

density of the population labor force, industries, educational system, community

» -
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\ v * : A
1eaders, recreation activities and modes of transportation. d%hfs information
can be obtained from the County Office Building or Courthouse in the form -

. ‘of brief industrial facts which are printed annually. 'Evaluate the communisy
also in terms of the following statistics that_reveal particular characteristics
common ta.4~H alumni. Thése statistics were collected from a study conducted
during December 1-7, 1978 and January 19-31, 1979 for 4-H Clubs by the Gallup

— JPoll. Personal’ intérviews were conducted with a national sample of 3 075
adults, eighteen years of age and older.
- One of 10 (10%) .adults reported participating in 4-H; 2% reported part1c1—
" patipg as an adult_ leader and 17 reported participating both as a member
and as an adult leader. Those adults under age 50 were more lfRely to
participate in 4-H (127%) than those over 50 (6%Z). Those living in compunities "

- ’bith less than 2,500 pecple were slightly more 1ikely to participate a7%) .

than those of larger communities. Households with 4 or more members’ (12%)
were more likely to participate than those of single member households (47).
. Females Werg slightly more likely to participate than males (10 females to

. ' 8 males). . ) . P

. , - ‘

When anafysis was done by regions, it revealed that people from the South
(14%), then West~(11%), then East (6%) were in decreasing order likely to -
participatE.

.

'

Those alumni with a high school or college'education_were more likely to
participate than those with only a grade school education.

’ . » s
.

Occupationally speaking, individuals involved in farming 154/) were more
+ likely to have been a 4-H member than those in another profession or
busiriess. , v

~

-

\

Before starting your publicity‘campaign, determine the funds that are avai1—
able and the’ amount of money you want to invest in this project.

5 . . { .

Membership Drive N N

A method of utilizing publicity techniques is to egtablish one week of the
year as an official drive to locate alumi. .To determine a suitable week,
consider.holidays, major community events, sehool openings and closings and
*popular vacation periods. Then implement tghe publicity methods that will
best reach 4-H alumni in ybur county, based on your résearch findings in the
community. Further tips on using publicity successfully are included in
Appendix A, c . -

"

) . ,
s, Maintaining Contact With Alumni ‘ ' <;\

, X . . .
‘Because, of the jmmense mobility of our population, careful attention must be
applied to maintadning contact with alummi. Several preventative measures
can, be appliéd to avoid losing the current addresses of alummi. ,

1. Inform the Extension staff, alumni membets and alumi volunteers of the
importance of immediately reporting.new addresses.

2, ?romptly record information on the date, the dource of address changes
+ and the new addresses in all files. Also record the date mail was
received from alumni and when correspondence was made yith the sender.

.

) ~19- . -
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3. Use frequent-mailings to maintain a personal contact with- alumni.- Send’
newsletters, invitations and acknowledgements for contributions of money,
time and new addresses. Refer to Appendix A for examples.
4, Avoid seﬂding mail to business addresses, temporary addresses such as
summer cottages, or army and field post office boxes. , N
’ ,“ M . P
5. Establish éeverél annual routines to maintain contact with alumni. Once
a year send’'suryey cards to all alumni, requesting information on address
and occupation changes. Make the surveys brief, simple and easy to
.return. Each year send a letter to all alumni requesting them to recall -
+ , Ttwo pgople they remember from their 4-H years.
Additionally, .use one newsletter a year to list the names and addresses
. . of lost alumni, asking readers for updated addresses. Lastly, consider
establishing an annual memberghip drive. This has been successful in
Tennessee. The alummi o¢rganization is growing in size as alumni annually
support, promote and repruit new members for their organiation. To in-
crease their motivation, all alumni that r@cruited an outstanding number

of new members were rewarded with a trip to National 4-H Congress.

6. If notiflcation is received on the death of an alumnus, send a routine
form to the'vital statistics offlce in_the town or city where he or she
last lived. Remove: the per§9n s name from the active file and retain the -
information received on surviving family and relatives for development
use. . . -

Identifying New Addreséés

3

Even aftér applying careful maintenance procedures, an alumnus' address may L
become invalid. The following information will aid in identifying current
addresses as well as verifying doubtful address tnformations Occasionally
you will have an alumnus address, but are ‘not sure that it~1s valid. Send
an information post "card to that address via 3rd class 1k mail. On the

,front of the post card write ''address correction requested" or return postage

uvaranteed." If the card returns with a new address, readdress the card an N
g .

send it again 3rd ¢tlgss bulk mail. On the other hand, if the card retums
with no new address send it to that same address by 1st class mail. -This
step lows for Post Office errors. Postal information and regulations
governing the respectlve classes of mail can be obtained from your local
Post Office.

e s
Statistics repert that the above procedure locates or verifies two out. of
three lost alumni's addresses.
If this fails, however, and the alumus was known to have lived in a certain
city within the past 12-15 years, a telephone call may verify his former
location or provide a new address. Call the phone number where the~person
was last recorded to have lived. If the phone has changed, the telephone
operator will supply the new phone number and address as long as the individual
has moved within the same state. Whenever possible, it is helpful to keep
an assortment of telephone and city directories available, or use local
libraries, which often stock out-of-state phone directories.

A
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Sometimes, a valid parent's address or other reference's address is avail—
able for a lost alumus. Send the parents or reference a post .card or
letter asking them to~supp1y you with'the alumnus' current address.

In. the event that references are not available, inspect professional registers

N such as Who's Who, K irement Association printouts and Deceased Memorial
- Seyvice reports. If the alumus last lived in a community where .the popula-

tion was less than 10,000 the postmaster or town clerk may supply a current

address. Finally, if the alumnus f8rmer work address is available, send

an information.card to his former employment office and ask them to forward

the card to .the employee's new office address. Samples are included in

Appendix A, pages 38, 39. . .

)
Contacting Alumni .

\

- -
.

At- the onset of the segrch for alumni, a contact person should be identified.
All 4-H agents and secretaries at the County Extension Office\should be made
.aware.of who this .contact person is and how to reach him. ‘

As alumni's names and addresses are identified, prompt follow-tp’ is neckssary.
Send each alumnus a post card, flyer or 8 X 11 inch form letter that contains
information on the alumni 35sociation and membership forms. i
Once a8 date has been set for a preliminary alumni organization meeting, invite
all alumni to attend. Ask them to register their intent to participate by °
phoning or returning a commitment card. .

2

Consider the Computer

1’,{4'-
Aa A time hay come in;the life of your alumni organization when volunteer workers

find it impossible to.maintain current addresses and mailings due to large
increase in the number of members. At this point, the officers of the
organization may examine the possibility of renting computer time.

In the event that your county or state already has access to a computer, the
data may be transférred directly onto the computer. On the other hand, if a
computer program has to be devised, evaluate these facts: need, initial cost,
availability of computer time, maintenance cost, the advantages and alternatives
to th computer processing's potential increase in efficiency. If limited
funds "available, the organization may begin to use a computer only to store
- and pr mailing labels. This, would be less expensive than storing all'the
data, but would serve, to decrease volunteer hours.

Moving Alumni Into Volunteer Roles : -

" As previously discussed, alumi can be used to expand 4-H in many and varied
ways.' Some alumni will work directly with youth in 4-H programs. Others will
work in the planrfing and organizational phases of programs and still other

* alumni will be involved within the alumni association. Due to the great
diversity of volunteer job possibilities, -all of the following steps may not
) be carried out directly by the alummni association. For example, if a person
“— . is recruited to lead a 4-H project group, this individual no longer will be
working directly with the alumni associition. -Training, supewvision and

.

.
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- recuriting volunteers:

Z:e next 1mportant element is understanding what motivates individuals to volunteer?
_Pnce the motivations are known, then the recruitment, placement, training, aig
on-the-job support and recognition can all be geared to build on and support .

N oo
evaluation become ,the task of the 4-H agent rather.'than the association.

\Those involved imn placing alumni into volun eer roles vill ‘need to decide

who is responsible for each step of the volunteer's development. Thus, 7
the following information has been designed to be flexible and adaptable
according to the needs of volunteers.and the jobs they will, hold,

’” L d
Steps in Moving Alumni into Volunteer Rolés \
= A J -~ % 0 :
I. . Recognize and evaluidte the needs of the organization -7 .
II. Understand why people volunteer ' .
III. Des1gn position descriptions and tasks for volunteers in .
. ., accordance with thé purposes, needs and goals of the program-model
R b
Iv. Select poteritial volunteers for identified positions ’ . .
V. Recruit . . ' . '
Vf. Interview and place in position - . \
0 . * \ -
Vil. Train . . : ! .
*VIII. =~ Retain the volunteer T . / \
A. Superpision . .
B. Evaluation ' .
C. Recognition . e !
IX. Specify-how alumni can serve /

STEP I. Recogniie and Evaluate'Organization Needs ’

The first step in developing an alumni volunteer program is the recognition of
unmet needs within the alumni association and 4-H programs. Certain criteria
should be applied to determine the appropriateness of using volunteers to meet
these needs. .The following questions should be answered ﬁfflrmatively before

i
P Y

Does the task have genuine significance?

Will it promote better service?

Will it relieve staff of non-professional duties?

Will it supplement staff jobs but not replace them?

. Will it demand work that is appropriate for vdlunteers to perform°
. Will it yield satisfaction to the volunteer workers?

[ W E APV

STEP 1I. Understand Why People Volunteer !

the motivational forces and consequently a more effective volunteer program
should result.4 . v S

b’ .




, .
Fouzngeas can be identified that affect an individual's motivation to
volusiteer: ,
\ , . F
A. Ddes the Job meet needs in the volunteer's life? ' . ’
Volunteers have stated hun@ieas of needs that have been met through'
donation of their time and efforts, but for the purposes of this paper,
these neads can, be summarized into three cagegories:
1. Personal Needs:
.- recogniéibn'and achievement
- acceptance , '
- association with the people within the organization ,
- power . . -
. 2. Humanitarian Needs: : . .
- the desire to fulfill citizenship roles
. N
- S ~ . N
3. Accomplishment Needs: .

B. Does; the volunteer'perceivefthat benefits exceed the cost?

C.

D.

~ opportunity to experfment in new fields of activity
- growth of knowledge and applications that are valuable
vocationally and intellectually.

]
¢

Perceived cdsts-vary with individuals but generally consist of:.mone§
expended, time involved, efforts expended and whether the volunteer
can still maintain his primary responsibilidties, such as providing
for the needs of this family. -

2

Does the volunEeer;perceiGe he is important and needed for the job?

Y M ,
It is important that a potential recruit understand why an individual with
‘his bniqqe'%ackground and abilities is needed by the organization and
the, spécial contributions he can make. Knowing that he is fmportant and
can unidquely contribute, encouragesbolunteering, and provides'special
motivation and dedication for the volunteer during his service.

Does the actual task suit the°individual needs of the volﬁnteer?

1. 1Is the job interesting and challenging to the individual?

2. Will the volunteer consider the job fulfilling and worthwhile?

3. 1Is the volunteer involved in decisions concerning his position?

4. Does the.volunteer have options in his job?

In summary, to mo ‘bate people to volunteer it is necessary to consider them
as individuals. %gey must be asked to perform jobs that will meet their
needs, satisfy thelir desires, are within their performmtice capabilities and
still allow thein to fulfill their personal commitmerjfs.

The following model developed by James E. Havens, while a national 4-H intern,
offers one approach to individualizing the recruitment, placement and training
of volunteers. A few revisions have been made in this model to better suit
the subject matt®r of movtyg alumni into volunteer positions. N

. ‘ ©o-16- 2L




STEP III. Design Model of Volunteer Job Description and Training

The Model consists of five cbmponents. There are several steps necessary
'in the application of each component. ~ .

¢

The Components are: ) . .
1. Volunteer Job Categories "T+ 4, sTasks

. 2. Position Descriptions 5. Filing System5 “

. 3. Job Descriptions . ° / {

A Heséription of each componenf.follows:
* -~ : /7

", » 1, Volunteer Job Categories ’ ) -
P

Volunteers serve 4-H in six major categories of service. The grouping
of volunteer's jobs into broad categories is helpful to ménagement in
several ways. First, the categories give an indication of the overall
scope of involvement or potential involvement of volunteers in the
organization. Second, the category titles suggest broad areas of train-
ing needs of the volunteers in each category. Third, the categories
provide workable units for systematically filing and retrieving infor-
mation on each volunteer job. ‘ ’

Jfﬁz,::;~1ategories are titled and numbered one through six. The order .
. fﬂrof the categories has no relationship to their usefulness or importance
" to 4-H! You will note, however, that the first categories contain jobs
with more direct relationships to 4-H members and therefore, probably will
contain more jobs than the higher numbered categories. The six categories
are: ’ . T . o
. .

[

Category One: Programs to 4-H Members .
- . % ‘
Volunteers who provide programs direct;y‘tb 4~H members on a one-~to-one
or small-group basis are listed here. These volunteers usually give
leadership to 4-H clubs or groups.

=

Exaﬁple of catégory one jobs are:

. .
Club Organizational leader Ambassador Advisor
Photography Project lLeader Demonstration Activity Leader
g Camp Craft Instructor . Clothing Project Leader
Natural Resources Instructor Y
(one or two lesson instructor)

. //
'

Nt wk

Category Two: Service tg Other Volunteers
Volunteers who work directly‘'in the areas of recruitment, placement, training
and servicing of other volunteers are in this category.

bl




Examples of category two ;cbs are:

Service Leader * ’ 4-H Community Leader |,
(Volunteer Recruiteg) Garden Program Leader | -
(Volunteer Trainer)”t “Beef Program Leader '
Block Committee Member *- Parent Committee )
3 y . N Agency Representative |

1

Category Three: Indirect Services .

4 o

|

|

|

|

, | ‘ |
Many volunteers provide indirect services to 4-H. Category Three volunteers 1
|

\

\

|

|

|

1

|

N

may have some, little or no involvémgnt in providing educational piograms
directly to 4-H members or other 4-R yolunteers. These vblunteeﬁ$ often
work behind the scenes, typing, cleaning, providing.equipment, writing, etc.

Examples of category three jobs are: ' ¢! ' :
y
* Cook - % ‘"r% Transportation Coordinator' )
4-i Newsletter Editior "~ Donors/Sponsors .
Commumication Coordinator _ Fair Clerk _ o .
- G Proposal Writer ’

\,

Category Folr: Advocate ‘ . : i

., Some volunteers are needed to speak out, to ééek public support or solicit
funds for the support-of 4-H programs. These volunteers are listed in Category

Four. The general public, agency or organization officials may be thei{ specific
audience. ' . ' !

- o

y
i
%

Examples of category four jobs are:

Fund Raiser . : , Promoter

épeaker _ Foundation Trustee
Cdtegory Five: Administration .d

\
|
. R ‘
Volunteers who provide administrative services to' program areas other .than local
4~H clubs and groups, are-list®d in Category Five. These volunteers may or may
not work directly with other volungeers and 4-H members.
|
|

* > .

. Examples\of categor§ five jobs are: —
‘Demonst ration Day Coordinator e Camp Dﬁrector
Exchange Tour Director Fair Superintendent
Citizenship Tour Manager . . Treasurer
U
Category Six: Policy ’ rot . ) ~
. - Volunteers serve ‘ox" area, county, district and statef{ide policy advising group.
B kst such volunteers in Category Six.
\\\“\ Examples of category six jobs are: . “
‘ County 4+H Council Member State 4~H Advisory Member

. Program Review Committee Member State '4~H Falr Trustee
County -Fair Board Member

o
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Position Descriptions ) . '

Position deseriptions are developed for each job performed by volunteers.
The position descriptions contain general details about the job. Both
Extension staff and vwolunteers should be involved in the development of
these general position descriptions. Position descriptions are most useful
in projecting the need for volunteers, recruitment and determining areas of
general training for volunteers.

-

Identifying Volunteer 4-H Position Titles

Each job performed by volunteers should be identifiedi{by title. The titles
sbould impdy, as much as possible, what the volunteer will do. General
titles which cover many jobs should not be used.

Examples of useful position titles: photography project leader, garden

. project advisor, community fund raiser, demonstration judge, county ¢amp

manager, volunteer staff reqruiter, volunteer staff trainer, district

advisory council member, etc.
" [ P ~ 7

-

Examples of titles too general to be used without a descriptive adjective
are: advisor, leader, project leader, activity leader, judge, manager, etc.
These titles do not tell what type of advisihg, leading, judging or managing
is expected of the volunteer.

The traditiohal use of the words "4-H leader' or "4-H advisor' may not be

appropriate in some titles for volunteers in 4-H. A 4-H camp cook s not

a "leader" or advisor,” and a "trustee" is a "trustee," not a "leader’ or.
"advisor." The decision not to tack the term "leader" or "advisor" onto all

.4=H volunteer titleS may often provide the opportunify to produce clearer,

more descriptive titles.

. \
Developing Position Descriptions

After, posjition titles are identif&ed, well-thought-out, clearly stated,
position descriptions should be developed for each job performed by volunteers.
In addition, written position descriptions should be prepared for jobs
considered desirable but not yet in use. The number of jobs in any county

or state could be as few as forty or fifty to as many as several h red.

‘ (It is important in developimng position descriptions to center your focus

on what needs to be accomplished presently, rather than retaini its
and rituals from the past. Each year evaluate the jobs ‘and tasxf:h deter-
mine if they are still relevant and necessary. ) Those descriptions needing
revisions should receive immediate attention. In addition to the yearly
review, a position description should be rewritten any time during the year
when a change necessary to the success of the job is indicated. Position
descriptions no longer in use may be placed in an "inactive" ‘file for
possible reference later on.

<
2
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Minimum informa;ion coritained in the position description should be:

-
]

A. categotry . E. competencies needed
B. ,position title . F. relatiofiships
* C.  general description G. other

D. general duties

(A. & B.) The development and use of category and position titles has been
explained on pages 17 thru 23. . :

(C.) The general description is a concisge statement(s) which. communicates
the general intent of the job. The general description may be written as a
paragraph or as short descriptive phrases.

(D.) General duties should contain a rather complete listing of just what

*the volunteer will be doing ih the joB, Details such as time and place, when
and where, or how the job is to be performed are too specific to be useful in
the position description. .

(E.) Competencies required indicate the general attitudes, skills and
knowledge that are needed to satisfactorily perform the tasks required in the
job. If possible, the level or degree of skill or knowledge required should

*be given. ) .

(F.) Relationships are an indication of who the volunteer will be working
with and if appropriate, who the.volunteer is responsible to.

(G.) The sixth part of the position description is an open-ended item.
Time, equipment and other items required may be listed here. 1If necessary,
items 1like how extraordinary expenses for the volunteer will be handled could
be indicated here. . ’ .

Examples of complete position descriptions which have been developed along a
format suggested id this model are found in Appendix B, pages 51-57.
: /

v

.60

%3, Developing Job Descriptions . : t
%

v

t

In "4-H there is a need to adapt volunteer jobs to meet the uniqueness of individual
. volunteers and their local situations. It is thls ability to adjust a job to

fit different people that is one of the great strengths of 4~H. The description
which results from this adapting is called job description. The use of job
descriptions recognizes that not all foods project leadé}s'carry on the - same

type program or in the same manner as other foods project leaders. The development
of job descriptions for each volunteer recognizes this vital fact and allows it

to happen in a manageable manner. b

Job descriptions are used to describe precisely what e%éh volunteer agrees to do.
The duties which‘have been identified for each job become the starting place for
developing eaeh job description. The process for the devélopment of the job
description is not complicated or time~consuming. The'déﬁelopment of the job
description should be carried out jointly by the volunt'g¢er for whom the descrip-
tion is being made and a volunteer coordinator at thé Eﬁpé of the placement session.

k
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e Other people may be involved if their knowledge of the job would be valuable
in developing a more useful job description. The relevant position descrip- ° -’

tion, the job description form and tasks identified for the job (if they are

available, see pages 51~54), are used at the development meetipg. The process
is as follows: ‘ . . .. ‘
1. Ag;ee on a job title. ;his may be the same as ,the position title or - |
it may be more specific, e.g., the position title is "4-H Club Leader."
"The*job title may need to be mofe specific such as, "Green Thumbs:4-H -

»

n L s
Club Leader. ﬁAy,}%gégi . )
- 2. Examine each general duty and if~availab1e, the tasks suggested for

. Ehé’"4—H Club Leader.' TFor each task ask this question, "Does this
duty or task need to be included in your job?" If everyone agrees
the answer is yes, add the task to the job description. '

] '
3. Determine if relationships exist that need to be spelled out, e.g.,
B , .the beef project leader may need to'clear all beef group meetings,
- and events with the general 4-H club leader. ‘
- g _ 4. Decide upon measuarable end reéul;s.
" Measure goals against: 1. progréss toward accomplishment of goals
2. success as it relates to tasks assigned
5. Define resources. Resources are a part of the training and should
be planned for at this point. Resources can include: films, film-
strips, slides, one-page fact sheets on Pegple resources.
6. 'Determine evaluation and termination dates.
/ 7. Specify any other relevant information under "other."

8. Provide a copy of the completed job description.for the volunteer
and one for the organization.

’
[

Some volunteers may find a calendar of events to be a useful part of
the description. This calendar can be added to the back of the job
description. "

’
&

4, Identifying Tasks
-

Task analysis is a way of determining in detail,~just what it is a worker does.
This is accomplished by identifying the various duties or ''tasks" necessary for
the volunteer to perform to complete the requirements of the job.

Methods used to.gather, analyze and record all relevant tasks may vary from situa-
tion to situation. Some suggested approaghes are:

»

a. Where volunteers are performing their jobs: . .
) . *

- Observe the volunteer at work and describe what is be}ng,done,

- Ask the volunteer to describe what they do. This description
could"be given orally, written or through a demonstration.

-~ Determine from an administrative standpoint, additiohal tasks
which should/could be done to improve job. :

o -21- p
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b. When jobs are not now beiqg.performed but are needed:

¢ - Ask volunteers or paid workers deing similar type jobs what - .
they would do to accomplish the new job. .
’ by ' ‘ - petermine from an administrative standpoint what tasks are
‘necessary for the job to be done! s

‘> "I.

Information gathered in each job .analysis effort should be put into writing.
Through interviews with the volunteers and appropriate administrative personnel,
the, task statements should be finalized.

The model calls for information on each task to be recorded on a separate
"volunteer 4-H task card.”" The task sheet is filed in the task bank. 1Infor- |
- mation required on a task sheet is:
|

a. Position title amd file.number
b. Task statement (one per sheef)
c. Competencies needed to carry out the task

3

If 20 tasks are required to describe what's necessary to be done on a job, then
.20 separate task sheets should be prepared for that job.

Task statements are the "do" statements about the job. Brief, concise, clear
statements characterize the task. Each statement should start with a capitalized
action verb. Example: TRAIN 4-H club officers in parliamentary procedure.

>

Examples of a few useful action verbs: ai

T

’ advise evaluate operate ; recormend 4~)
appraise formulate ‘ provide g Trepresent
. «~ .assign guide . prepare - recognize :
assist ifnterpret promote schedule
consult implement participate , supervise
counsel lead refer train
i direct listen . review . " visit . °
r develop maintain recruit write
"explain . organize

- 'b Some jobs may consist of as few as two or three tasks. Other jobs may have as
. ’ many as 15 or more tasks. In identifying a task for a particuldr job, include
every relevant task even though that task’ may not be a part of that job on every
,occasion. In other words, the details of a job may vary from situation to
situation. When all possible tasks of a job have been identified and are avail-
able for consideration, the probability of including all the relevant tasks for
each volunteer in their job description is enhanced. .

i
\
_ o \
i
|

action taken by a volunteer should not listed as a task. The list of actién
verbs gives an indication of the level éf action to be indicated by the task
statement.

Task should not be thought of as being :s a "time" and "place" level. Every
b
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Competencies needed are a listing of the skills, knowledge and attitudes 4
needed by the volunteer to perform the task. 1In determining competencies
needed, consider those that are essential. Desirable competencies may also

be inclyded. .

There will be times when some of the competencies necessary for one task will
also be necessary for other tasks. Although unnecessary repetition should be
avoided, some may be essential. The same task and competency may be listed
under several different jobs. Each task sheet must be complete in relation

to its task statements and competencies needed. The key to determining relevant
competencies for each task is a study of the behavior required in the task
statement. "What must be known" or "what attitudes must be held" are the

basis for difcovering necessary competencies.

Judgement of course, must be exercised in listing necessary competencies,
especially in relation to attitudes. Having empathy, liking young people,
caring about young people are attitudes necessary for a large number of tasks.
However, theig‘listing on every task would be unnecessary and often undesirable.

An example of a task which many volunteers might perform is:
Task: ENROLL members in the 4-H project(s) of thei; choice.

M Competencies Needed:
a. Know what enrollment materials are needed and where to get them.
b. Ability to explain the learning opportunities in projects to members.
c¢. Know how to explain the enrollment process to members.
d.” Be able to-check enyollment form and cards for correct informatiom.
e. Know where to turn in completed enroillment forms.

-

3) Filing Systems . )

e

A useful filing system must be practical, efficient to use and compatible with
existing file space. The suggested filing system meets these criteria.

Each position and the position's related job description are assigned a five-digit
file number; e.g., the position "#-H Club Leader" and the job "Green Thumb 4-H
Club" are the same five-digit number. The five-digit number represents first

the category in which the position/job is found, and second the position/job
number. ~ The first two digits indicate the category. The third through fifth
digits represent the position/job number; e.g., the fifth job in category three
would have the file number 03 005.

The file numbers are recorded down the upper right—hand side of the position and
job description form. This allows the paper to be filed horizontally in the
file. In this position the file number and position/job titles are readily .
visible when thumbing through the file. See the Appendix for an example.

tasks. An ctiye file may also be useful. An index for each category will
be needed. - ’ '

Separate fiJe dividers are suggested for each category of positions, jobs and

~

-
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When assjigning position and job file numbers, it will be easier to assign
) numbers”in the order the positions and 'jobs are developed rather than try
to predetermine all position titles and arrange the position. in‘'an alphabetical
order. If large numb€rg of position titles are used in any one category, a
cross index, arranged alphabetically, can be set up. . g

When "tasks dnd their céhpetencies"'Qre deveioped fof'é*job, each task should
) ' be assigned'a file number. A seven-digit number is used for tasks. The first

- b *five-digits are the same as those used for their specific job. Use the sixth .
and seventh digits to assign numbers as the tasks are identified, e.g., a -
task for .the 4-H club leader could be to "Train 4-H club officers in parlia-
mentary procedure.” If this is the fourth task identified for the 4-H club
leader, the task number would become 04.

o . .
Three examples of assigning file numbers follow. )
> The position is "4~H Gavden Project Leader" and is the 22nd position to be
. ldentified and developed in category number one. The file number w?uld be:
s ‘ e Y
01 | 022 : "
| A - =
o =
50 ) .
g §f '
3 L= ‘ -1

-

The 4-H Garden Project Leader is*Pete Brown. His job description is assigned
the same number as its related position. This would-de:

01 022

4

If fourteen tasks were identifi

-

+

£

P

ed for the 4-H'Garden Project Leader, each task

would be assigned -the same five digit number as the 4-H Garden Project Leader

plus two additional numbers to
the following task number:

identify ea¢h.task. Task number 8 would have

’



A suggested tdb set-up for the‘filing system is given in the appendix. Each
major section of the file tabs may be color coded, e.g., index white, position T
description yellow, job description green, etc.

A suggested index form is in Appendix B. page: 53,

Adapting the Model

»

‘.

This model is flexible in its application. the components imay or'may not

be necessary under different situations. rganiz#tion may start with a
limited application of the model's cemponents. However, if the basic format
of the model is followed, additional components may be added when the heed is

demonstrated.

Some criteria for determining the usefulness of each component in various

management situations are given below.

Categories and position descriptions are the minimum component suggested for

any organiZation. The use of just these two components i§ suggested only

when : . T

- The number of volunteers is small and they are well known by&management.

-~ Volunteer turnover is low and does not create confusion and such
turnover does not disrupt the orgarrization's purpose’ or operation.

- Volunteers are recruited for specific jobs and the job is not expected
to be adapted to the inddividual or situation.

- Adequate training of volunteers is not a problem.

- Anticipated growth in the use of volunteers is not expected or sought.

Job descriptions, tasks and training schedules are most useful to an organization

with the following characteristics: '

- Large number of volunteers. *

_— Often quick turnover of volunteers.

- Volunteers not well known by Management,

- Volunteers seldom seen or not closely supervised by Management.

- §imilar‘volunteer jobs vary from situatdion to situation and often

_ from volunteer to volunteer. .

- Volunteers,servVe in important management positions, often being
responsible for jobs performed by other volunteers.

- Relationships of volunteers to volunteers and volunteers to Management
need to be clarified and communicated to,others.

- Organization is growing in: ’

. membership
* - . volunteers
. . variety of programs
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- Group training approaches’are not or cannot meet the specific
training needs of each volunteer.

- Organization believes it has a ‘direct responsibility to see that
each volunteer understands the specific details of his job and
needs relevant, .attainablé training opportunities to gain skills,
knowledge and attitudes necessary to function effectively,,

efficiently and with satisfaction.
/

e’

Involving Volunteers in Developing the Model »

Approximately 100 4-H volunteers and paid staff attending five of the 1975
summer citizenship short course sessions at the National 4-H Center were
involved as informal groups in a fast-moving workshop where they reacted
to the concept and the' practical application of the model.

The majority of the participants quickly grasped the concept of developing
position titles, position descriptions and tasks. (Approximately 10 percent
did not actively participate). They demonstrated that volunteers can and
will participate in such an activity. An informal survey of volunteers
indicated strong interest in identifying positions, developing descriptions
and tasks and providing training based on identified competencies needed.
When all of these elements have been planned the volunteer program can
proceed to ‘the operations stage.

[

STEP iV. Select Potential Volunteers for Identified Positions

This model is a general example which can be applied specifically to the alumni
association. In the case of the alumni association, the individuals who are
considered potential volunteers consist of already-identified alumni.” Review
the alumni biographical and occupation files (refer to page 8) and select in-
dividuals who appear most likely to have the potential to fill each position
description.

< oy

STEP V. Recruit

Now that potential voluntleers have been identified from the alumni files, it
is necessary to recruit these individuals and offer them the opportunity to
volunteer their time and resources. ' 7 . s

What Is Recruiting? . -

Recruiting essentially aims at interesting individuals in avolunteer program
to the extent that these individuals are willing to aid the program in some
capacity. Individuals must be aware of program needs, understand and value
them and see a place in the program:for themselves, if they are to volunteer
and serve.®,

Who Will Recruit? . ¢

How persons are approached and asked to volunteer is often key in obtaining
their aid. Recruiters, therefore, should be carefully chosen based on the

Al




following qualifications: o \ T

f. Personal character traits:
- possess personal motivation, enthusiasm and determination
~ appear positive and friendly .

’ 2. Knowledge: %

"- -'about the positions available for volunteers

- about the history, function, purposes, policies, programs,
administrative procedures and services of 4-H and the alumni

. association

.

3. Relating to others:

T

’,

- be open and honest about the necessary job requirements
. . '~ possess the ability to help potential volunteers
perceive the importance of their resources for 4-H

>

. Often the best person to recruit prospective volunteers is a strongly
motivated volunteer.,

’

When to Recruit

Recruit only when the organization needs volunteers and can immediately place
‘them in jobs. When you actively recruit help and then delay in using it,
you risk creating two undesirable impressions--one, that your organization
is inefficient and two, that you do not appreciate the person’s willingness
and ability to serve. Moreover, when a person volunteers he is almost always
highly motivated. Retaining that motivation, capitalizing on it and channeling
it into your organization's work is very important. Undue delay decreases
and may even completely evaporate what was once ,trong motivation.? -
Recruitment when jobs are available is a continuous process, although certain
times of the year are better than others. Overallt recruit velunteers at
the beginning of seasons. Recruit in September for Fall work, January for

‘ Spring work, ‘and May and June for Summer help. At these time periods it is
easier for volunteers to estimate their schedules, activities 'and work commit-
ments, and evaluate the time they have available for volunteer work. It is
equally desirable not to recruit volunteers during non-routine times, such as
vacagion periods and holiday seasons. People can not accurately eéstimate their
schedules and thus can not make commitments to volunteer. .

Effectively‘Offering The Opportunit¥y )

Besides knowing that thef are needed as individuals, volunteers need to perceive
that the opportunity they are being offered is interesting and worthwhile.
Listed below are several effective techniques that the recruiter may use to
offer an opportunity and briefly explain about the job:

.

‘ -
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1. ,Lall the potential volunteer and set a date to meet Rim/her at a
- mutually convenient time.
2. Send a‘hand-written note asking the potential'volunteer to attend
a meeting of prospective~volunteers. ‘
‘ 3. Have someone the prospective volunteer knows approach him personally
on a onfe-to-one basis. —_—
4. Seize42ne right moment, such as a chat at the market, or after a
) community meeting, when a person expresses an interest.
5. 1Involve the potential recruit in an activity without committing him
to it. .
6. Follow up with the individual. Call, visit'or write a week later to
see how the person feels about the job opportunity.’
7. After offering a job to a potential volunteer, allow him to immedzgtely
sign up.
8. Use an interesting, clearly written piece of literature about the
work to entice a volunteer. .

" STEP VI. Interview and Place in Position

After individuals who are interested in volunteering havebbeen identified, deter—
mine the most suitable placement for each volunteer. This can best be accom-
. plished through an interview conducted by a volunteer gifted in interviewing.
The interview process relates the volunteer's interests, needs and motivations
. to a suitable work situation, thus insuring a greater chance for success and
retention of the volunteer. 4 It also is ar opportunity for the volunteer to. face
the challeriges of the job and make a commitment to service. The interviewer
should strive to discover the volunteer's needs, goals, interests, hobbies,
talents, skills, abilities, personality and his ability to use these characteristics.
Questions.that are brief, relevant and open-ended serve to prompt discussion
and proVide this information. The following are examples:
- . 1. What do you.,hope to gain from ahis _experience? .
2. What type of activities do you enjoy most and why? '
3. Describe what you dislike in a job?. '

« v )

" After evaluating this information offer the potential volunteer one or more jobs
using the already-formulated position descriptions. Then, together write a
personal job description following the information in the model '‘and the sample
in Appendix B, page 52. Review the tasks the volunteer pecessarily performs
to complete the job and determine the training that is necessary (refer to next’
section on Training). Schedule dates for the.end of the probation period, an -
evaluation session, a termination date and dates for training sessions. Have
each volunteer fill out a volunteer placement form before leaving the interview.
This form records job assignments, personal data, special skills, hobbies,
record of training received, performance and recognition received A sample

volunteer information’ form is in Appendix B, page 53. .

P

As soon as possible, move the volunteer into trainin? and service in his job.
If the volunteer is unsure of his ability or desires to try a job, allow the
volunteer to try it for one week under supervision and then make a definite
commitment to the job,or its rejection. h

After placing individuals into jobs, begin two files -~ one for active volunteers |
and the second for non-active volunteers. 1In the active file include: the |
volunteer placement form, a copy of the job description and evaluation forms,
catalogued alphabetically under-each volunteer's name. Be sure to keep the

« '
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information on training, recognition and performance current. After the \
volunteer's job is completed, unless he is reassigned a new job, move his °/
file to the inactive volunteiiafile.
STEP VII. Train . . . )

The most, productive training is that which equips the volunteer to, function

most effectively on his job. To provide such a program, trainers must know -
the tasks to be performed by the volunteer, the competencies needed to per-

form eéach task and be able to ascertain the degree of these competencies

which the volunteer brings to the job. Considerable 'variation often will be ™~
found in the competencies volunteers bring to similar jobs. Therefore, . P
differences should be expected in the training needs and ‘thus the-training -
programs of each volunteer. Individvalized training is’ an effective approach

to providing volunteers with learning experiences they need. , , >

[ o

Developing Training Programs for Indiéidual Volunteers ’ - 0 ¥

Indiv1dualized training is best described as "tailor-made" for each volunteer.-
This "tailor-made" training program may include formal and informal group
training experiences, individual training, readings, observations, v1sitationd’
or any other experience which can increase the individual's competency. The
planned experience must also be relevant and accessible to the volunteer in
terms'of time, location and other social and cultural consideratioms.
Individualized training programs should be determined at the time the job )
description is developed. Suggested steps in the development of each voluntee; s
training program and schedule are:

1. Review with the individudi, pertinent‘facts about the 4-H organization

and the alumni association. Information should include:

~ The function, purpose and hisgory of 4-H

~y =+Programs and services offered
- Agency operations\and policies_
- Rules and regulations pertinent to the volunteer
- An interpretation of the organizational structu6e

and the volunteer's role within the structure.l =~

2. Review each task on the volunteer's job description and the

competencies needed to perform the task. . 3

v . 1 .

3. Determine which tasks the volunteer can perform. These do not
need to be considered in the training Program.
4. Tasks for which additional training is® required need to be . .
- assigned p{}orities according to when the volunteer will perform
. the tasks. h
’ ‘ ; .
5. Determine the ‘type of training needed. Set a date, time and place
for training according to priorities/ Identify person(s) giving
training. ) ) . . ’

9

6. Make a copy of the training program for the volupteer and trainer.

. 1

7. Record the dates of completed training items on the volunteer's
placement forms




'./

8. Utilize refresher courses in the training program. These coursés
enable volunteers to keep abreast of new methods and offer a review
of agencies' rules and regulationms.

9. Develop an glumni newsletter. Ideas can be exchanged, current news
recorded and recognition can be given tb volunteers.
~ 10. Follow up the training schedule to see that it is maintained and
still useful. Occasionally, certain aspects will need clarification, or
adaptation to better suit the volunteer. Additional training
opportunities and-needs ma¥ arise which should be added to the
original training program.

STEP VIII. Retain the Volunteer .

Supervision

The supervisors job is to help the volunteer perform and complete his task with
greater skill and accuracy, while at the same time striving to maintain the
volunteer's original enthusiasm and motivation. Therefore, the quality of the
volunteer's work, to a large extent, is related to and dependent upon the
quality of the supervféion he receives. ZLack of, or poor supervision, may
cause a good volunteer to resign early, whereas good supervision can improve
mediocre volunteers.

Characteristics of a Good Supervisor

L 1. Appreciates the volunteér .
- Co2, Keeps the volunteer acquainted with important developments
, in job
Observes from afar; doesn't hover, c
Is available for questions or discussion about problems
Encourages suggestions and when feasible puts them into effect
Varies supervision to meet.individual needs
. Supplies new resources and professional reading material
. Determines whether duties need to be modified or changed
- Builds confidence by appreciating strengths, while realistically
assessing‘weaknesses
. 10. Helps volunteer.to become effective in bringing about change
11. Realizes when a volunteer would like more.responsibility but at -
the same time sees that delegated tasks do not overburden the .
volunteer. _ »

WOyt H~w
.

Evaluation

Darcie Byrn in the handbook, Evaluation in Extension, has defined volunteer
evaluation as the process of analyzing the vol;gteer's performance and results. 13
It is an opportunity for the supervisor to evaluate the volunteer role within

the program as well as a chance for the volunteer to personally assess himself
his training and his job. , The information gleaned from the evaluation can be
used by the supervisor to:

1. Judge the volunteer's potential for new ideas
2. Evaluate the training process

.




3. Acquaint the volunteer with his own progress and deficiencies
4. Determine the degree to which the volunteer and the organization

are accomelishing their objectives., |
The evaluation period also provides an opportunity for the volunteer to ask
questions, and express his fears or reservations about his own abilities and
place within the program.

)

To insure that evaluation takes place and to ‘increase the organization s -
efficiency, both the supervisor and the volunteer ‘'should fill out evaluation
forms at regularly scheduled intervals. - N

.

The supervisor's evaluation form consists of evaluating the volunteer's
strengths, weaknesses, attitudes, potential and need for further training
or reassignment.

r The volunteer's evaluation foré&records the volunteer's responsibilities,
> training, houfs contributed, problems and satisfaction or dissatisfaction
with the job. Sample evaluation forms are included in Appendix B, pages

I

The volunteer offers his services, time and talents because of certain desires,
needs and motivations. If these are not met;, the volunteer will be unhappy
and quickly leave the position. Therefore, it is important to reward people
with what is significant to them. All those who work with volunteers should
aim at identifying the motives of each volunteer and strive to fulfill them.
Recognition should be a habit and be given sincerely and generously,.both
privately and publicly. It should reinforce the individual's self-worth and’
his worth to 4-H. Listed below are methods to recognize and” encourage 4-H
volunteers:

- Allow and ask for volunteer's opimions and suggestions and when
feasible put the suggestions into effect
- If there is an undesirable task, spread it around so that no one
volunteer is stuck permanently - - '
- Allow volunteers to change positions when their interests or needs’
f change -
- Give pd¥iic recognition
- Hold an annual special awards ceremony
- Include volunteers in 4-H News stories, 4-H magazines and
bulletin board displays
- Record hourskgf volunteer service and ask the personnel department
of the volunteer's company to give an employee citation
) - Recognize special or extraordinary contributions
+ = Promote the volunteer to a more complex assignment L
- Give paid trips to conventions and conferences
- Distribute scrolls, plaqueg, medals, cups, pins, key chains,
bracelets, watches, rings and service ribbons
- Hold recognition dinners -with the volunteer's spouse invited
.= Send a letter or post card of appreciation
- Verbally praise and say, "Thank you"

>
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~ Introduce alumni at 4-H affairs. Award prizes to the oldest alumnus
and former state and nationa1 winners. -
. f )

STEP IX. How Alumni Can Serve f K ‘ : : R

These services are listed by the voﬁunteer categories suggested by James E.
Havens. 1

. ] R
. .4
Program and Resource Development /

v

~ Offer skills to interest gréups
- Speak about careers, specia interests and hobbies
~ Share special equipment, sliides and movies .

A}

= - Distribute awards to young 4-H'ers ‘ . .
~ Be a project.leader or local 4-H club leader
~ Sponsor:

. award dinners
. tours and exhibits
= Support scholarship funds:

. send 4-H'ers to 4-H camp . .
. send 4-H'ers to Congress

-~ Provide pldc for: exhibits, contests, meetings
- Plan and implement career,workshops

. send\4-H'ers to State Club Week - ’ —
|
~ Take charge of county events, such as fairs or exhibits .- |

~ Be judges | ’ s
- Speciality resources ’ . - |
. Businessmen——prov1de tours through place of work T |

. Congressmén--award certificates or provide tours ’ )

-

Services to Other Volunteers

s

: - Train youth for leadership. - .
= Train alumni for volunteer positions ’
~ Act as supervisors ‘

Recruit:

. new alumni

. fair judges

. volunteers- for job positions
. SpONSOTS

Indirect Services ,

- Establish and maintain alumni files
. - Establish and maintain volunteer alumni-files
- Establish and maintain job description, tasks and position
description files —
- Devis€ volunteer job descriptions and “tasks
- Develop training packets, e.g., judges manual . ‘ .
. - Serve as typist
- Provide transportation to and from activities « -
~ Develop and print alummi newsletters, acknowledgement cards,
membership flyers, recruitment flyers, infiormation applications,
membership certificates, letters to new @jmbers
- Correspond with alumni”
( * = Maintain financigl records for alumni association

. ' —32—
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Advocate .« . 4

- Do fund raising

- Form speakers bureau .
= Develop historic files on alumni to’ gain new resources

'Write or share 4-H testimony

Have businessmen support 4-H in advertisements

"Have businessmen provide space in a store or office for publicity

v

A

Administration

~
- Be an officer of the.alumni association

Policy

- Be a committee- member: i
.. advisory committee
. planning and executing committee
. nominating committee for awards and recognition
. foundation board . .
- Write proposals
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Suggestions for developing a flyer or publicity announcement:

*

. ‘ * 1. When developing a flyer éf advertisement, encqurage the recipients to
| comnit themselves. Ask them to phone or send a return card. This
insur;s involvement of the alummi from the beginqing.
2.-‘List only one phoge number or address, thus making it easier for the
recipient to contact the.associatiog. :

@

. 3. Give alumni .incentive to respond. When recruiting-alumi, appeal to

theny as though they are the only people who can help.

4. Before distributing flyers, make sure you have the personnel to- follow

up the alumni that ‘Fespond. ) éfﬂ\\\\

' SAMPLE PUBLICITY ANNOUNCEMENT

%

A}

v

k=2 @oﬁiﬂg for ‘f%yérz'éﬁcz
: Rre'you an ahg;nni or know someone who is - '

+hat would Ee~ irterested m EXPQnd'.“S AH ?p ‘

I youare l'h‘rgfés%w ,Pleése send

this card $o: o
1 or callt N

) w—
-
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© WEATd INGWLINNOTY

4-H 15 lookingfor people with 4-H experience | T you cannat come and-
‘LC youare a H-H alumnis you are inferested in

~ opportunities OVG!'OH&‘G;I'
CO mE and See wha+4 H 1S dom N W }{.\ELO In 2 H —g\ease return

our plans forthe 'ﬁrl'urc and how Ol ca s card for ‘more.
| d:e + informatioN.
al" C!P oT A Name

OPE N - HOUS E planned Jus‘f ‘ForYOu” Redress: _ “

Phone -

Plegse call: - if you plon ‘\‘oaﬂénd.
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FRONT ‘OF _INFORMATION CARD SENT TO ALUMNI: (Design to conform with current Post Office
' ’ rules) -

-~ Postage Paid by Addressee No stamp necessary
if mailed in U:S.A.

Business Reply Card ,
_ First Class Permit #102

4-H Alumni Office e
129 South Street,
‘Washington, D. C. 00921

N USE IN SEARCH TO FIND ALUMNI NEW ADDRESS: . T \
SEND TO ALUMNI ' -
The 4-H Alumni Officed received information that you have changed your o
address, because we ;ecelved mail marked, ™ ) . N
L . _: by
) o '
The \address we now have for you is as follows: i

. . - '
. 4

- -\

We would appreciate it, if you would send us ygiur new address so our
files may be corrected and you may receive your mail promptly. Please
include any additional information you may think helpful to us.

- ) 4-H Alumni Office
------ e Em e Em e wm e e e e wm R e ® a ® omo®m e ®omo®m ®om ® W™ O® o= o ®m e m o= o= =
{
(Street) (City) (State) (Zip)
Phone:

-’
\Ckiange of business:

Position at work:

Mail to:




SEND TO REFERENCE:

! <
., Dear ‘3

]

-

According to our records, the person listed below gave us your name as

being likely to know his current address over the years. In updating our
files, we now find we have lost contect with him because of an obsolete S
address. If you have a more recent address than listed below (our last known

addressj, please send it to me. If you cannot supply this information, perhaps

f
usTas soon as possible, even if you are unable to assist us. Thank you for

you ,can give us the address of someone who does have this data. (Employer,
f;ld relative). We would appreciate your returning the enclosed card to

your cooperatlon .

Mail to:
Name : | I don't have the information you
. Address: requested, p%ease contact:
State: zip Name : / )
| Phone #: : Address: ~ .
) State: Zip

CHANGE OF INFORMATION CARD SENT OUT YEARLY TO ALUMNI:

WE ARE UPDATING OUR MAILING LIST AND FILES WILL YOU HELP BY SUPPLYING THE s
FOLLOWING INFORMATION:

Address Change:

(Street) (City) (State)

(zip) (phone)

Name of firm or institution with which you are associated:
N -

Nature of Business:

Your position at work:

Nature of work:

4 Work phone: N

_Thank you for yéur cooperation.

ot "

1 b
PN 4




ACKNOWLEDGEMENT OF GIFT QR TIME VOLUNTEERED:

-~

g and officers of the 4-H Alumni Association

gratefully acknowledgé your gift of (money or volunteer Service)

rendered. Your partnership in serving 4-H is heartily welcomed.

(Signatures) )

EXAMPLE OF ACKNOWLEDGEMENT CARD. SEND TO ALUMNI WHEN THEY INFORM YOU OF
A CHANGE OF ADDRESS:

THANK YOU FOR SENDING US YOUR CHANGE OF

ADDRESS. WE WILL CORRECT OUR RECORDS
IMMEDIATELY.
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WHAT IS TENNESSEE
4-H ALUMNI?
AN

Tennessee 4-H Aturfini'is a group of people who were
4-H’ers and those whp are, have been, orwish to be in-
volved in 4-H activitieSNn any Tennessee community.
“Our members had worthwhile experiences and ex
posure to and through 4-H and wish to perpetuate the
availability of a quality program for Tennessee’s youth
today and in the future.

4-H Alumni is a non-profit organization chartered
un;ef the appropriate laws of the State of Tennessee
and approved by the Interna! Revenue Service. Our
members cooparatively séek ways and means to pro-
mote and support 4-H opportunities locally and on a
state-wide basis. In implementing the purpose of the
organization, whose motto is ‘‘Continuing Service”, a
by-product will be new acquaintances and an oppor-
tunity to renew previous friendships.

Tennessee 4-H Alumni held its organizational meeting
in Nashville on March 15, 1975. At that meeting, more
than 100 people were present representing all areas of
Tennesses. Since then, hundreds have joined our
rorganization to help promote-and support the 4-H pro- °
gram in our state. Why not join todayl -

v

. PURPOSES FOR
FORMING THE ORGANIZATION

[y
»

As individual mgmbers, we are encouraged to work
with the county extension staff to:

(1) serve as judges for 4-H contests.

(2) serve as leaders for 4-H organizations and/or ac-
tivities,

(3) assist in securing sponsorship for 4-H contests and
activities.

(4) serve as resource persons for 4-H projects, and

(S} help promote 4-H to the general public in more
and better ways each year.

There are many ways in which individuals can assist
the county and local 4-H program. Contact your county
extension office for ‘more information on the specific
needs of your county.

FRICY

Aruitoxt provided by Eic:

\ OTHER PROJECTS OF

THE TENNESSEE 4-H ALUMNI

g JUDGES’ WORKSHOP s

The Judges' Workshop is a traiming workshop for
leaders who are cailed upon to serve as 4-H judges. The
alumns project seeks to develop more uniformity in the
judging process and to build confidence in our leaders’
judging.

* SPEAKERS’ BUREAU.

More than 60 qualified and able 4-H Alumni members
have formed a speakers’ bureau for the organization.
Their main objective is to provide service to 4-H by sup-
plying speakers to county, district, and state-wide
events to both 4-H and non-4-H audiences. The bureau
negds 4-H Alumni membets to serve as speakers and to
locate speaking engagements for the members.

* CONTINUING SERVICE AWARD.

The award is presented to junior high 4-H‘erm the
county level. This is an individual award to encowrage
the junior high 4-H member to remain in.the program
and to work harder. More than 400 of these awards
were presented to 4-H'ers in 1977,

% EDUCATIONAL DISPLAYS

Several educational booths and exhibits have been set
up at county and state fairs to acquaint the citizens of
the state with the work of the alumni organization.

% 4-H RECEPTIONS

At ”b"’}‘esent, two receptions are being held each year.
The first is at State 4-H Congress to honor all senior
members, adult leaders, and Agricultural Extension Ser-
vice personnel, Later in the year, there is the 4-H Roun-
dup reception. At the 1978 reception, more than' 600
people were served following the Vol State ceremony.

~ HOW DO 1 JOIN
THE 4-H ALUMNI?

OLIFE MEMBERSHIP — $100.00.

This may be paid in five annual installfents of $20.00
each or in any shorter time period. The organization has
ruled one exception. young 4-H’ers shall have one year
aftor their active 4-H status ends to become a Life
Member at a $50.00 rate. This, too, may be paid in in-
stallments.

OJJOINT LIFE MEMBERSHIP — $150.00. -

A husband-wife combination can join our organization
for $150, a savings of $50. (If one spouse has joined for
$50, the other can join for $100, and vice versa.) This
amount may also be paid in instaliments over a five-year
or lesser time period. ' ‘

JANNUAL MEMBERSHIP — $10.00. ,

This membership fee is due not later than February 1 of
each year.

MEMBERSHIP INFORMATION

-~

All members are entitled to vote, hold office, receive a
membership certificate, and a subscription to the alumni
newslptter. The members will receive additional infor-
mation regarding state-wide activities and meetings.

Please indicate which of the two paragraphs below
best represents your personal circumstances and desire
for involvqment: -

{Please check one)

O ACTIVE ROLE: As an individual member, | want to
take part with other members in making myself available
to serve as a judge, a club or project leader, a
chaperone, a resource person, or with the general 4-H
promotion in my area. .

JINACTIVE ROLE: | cannot participate actively on an
individual basis at this time but would like to join hands
with the more active members to support the purposes
of organized 4-H Alumni in Tennessee. | enclose my-
membership fees and information.

.. ou
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v . P. 0. BOX 3333 NASHVILLE, TENNESSEE 37219 &

Dear 4-H Alumni, . .

Welcome into a very unique membership. Tennessee 4-H Alumni is the only formally
organized State 4H Alumni group in the United States. We are alive and growing but
we need each new member's help if we are to continue to grow in membership as well
as service to 4-H youth, By re-involving yourself as a 4-H leader and/or within the
activities of our organization, you can in some measure .repay to a fine youth pro-
gram a portion of good you received from it in earlier years. By joining hands with
hundreds of other alumni, we are able to begin innovative support activitles and
projects for L4-H, This effort will not be possible wiﬁpout your individual help.'

Thank you for becoming one of us. Unless you checked the appropriate box on your
green membership brochure - - we assume you wish to become " plugged-back-in " to
the 4-H leader needs and opportunities of service. The GREATEST SINGLE NEED FOR 4-H
IN TENNESSEE TODAY is ADULT LEADERSHIP AT EVERY LEVEL. Primarily the greatest of ’
these needs is at the local level (club and county). The local scene is where it
really all happens - - its where it all begins. -

We have many activities and projects underway and under our direct sponsorship. You
can determine some of what we're doing by reading the enclosed materials. There are
other programs in the planning stages. BUT IT ALL DEPENDS ON YOU and us to help our
programs of " continuing service " to expand. Mentioned below and on the reverse
side are four ways in which you can take immediate action to help our name as Tenne-
ssee 4-H Alumni become more meaningful. We implore all members to become involved in:

(1) SPEAKERS' BUREAU - It nélds quality speaking engagements for its quality parti-
cipants. These volunteer alumni speakers are prepared to talk with and to non-

L-H groups as well as U4-H .oriented crowds. The basic idea 1s to promote L-H as
a worthy ‘youth organization for more youth to tale part through and through which
individuals and businesses can feel justified in supporting with their {gpllars.

S0, through your vigigps/community, district, and State civic, social, and ser- «

3

vice groups - - th L-H and our Alumni Speakers' Bureau - - for a quality re-

presentation for 4-H. In securing such an opportunity for the Bureau.and one

of its speakers - - feel free to contact: John Tarpley, Bureau Director,

P.0. Box 313, Columbia, Tn, 38401 (615) 388-7872

(2) Each Member Secure A Member - Sounds simple! But in reality few actually take
time to do something so simple as asking one other interested peXson to become
an Alumni member. We have a recognition group known as the ABC up within our
entire membership. These are members who secure at least two (2?r ife members
each year. The Alumni Builders' Club will be looked-up to in years to come as
those who cared enough to aid the orgranizatlion in its upward growth. Won't you
join'aanks with the ABC qualifiers in 19787
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(3) County Alumni Group & Advisor - Alumni members can individually be most effective
at the club or county basis. In counties having three or more members, we suggest
. a loosely coordinated alumni group. The chairperson or doordinabor of the\county
. group would also serve as the State organization's County Advisor unless he or
' she wishes to delegate that responsibility to another Alumnus. We know that in
order for us to become an effective group, we must be active at the grassroots
level, The County Advisor would also be the contact and liaison with the County
Extension Staff and our State efforts and projects. If you are willing to serve
as your County's Advisor or know of someone who would - - please contact: Mrs. ) )
June Thompson, our State Corresponding Secretary at : 384 Wimpole Avenue,
Nashville, Tennessee 37211 (615) 832-8781. Your Staté Officers will take the ,
tall from there and be in touch with you or the person you have suggested,

(%) Continuihg Service Award - Available for 4-H Youth of Jr. High Age as a recog-

nition at the County level., This is a new recognition in the 1977 year. More
3 1s mentioned about the award in-the State Awards Handbook available to adult

leaders and agents, Our reason for mentioning it to you is that -- many county
extension staff members are still unaware of its availability and purpose. The
award ‘takes the form of a handsome white and silver certificate with the 4-H'ers
name on it, This is our first tangible county award. With your help ~ - we hope ‘
all counties will begin to give this award to'deserving Jr. High 4-H'ers. Please
mention the availability of it to your county extension staff. . a

A g

-

+ ¥ithout meaningful help and involvement of it members, no organization can succeed or achi-
eve it plans and objectives. Our organization has come a LONG WAY from non-existence to one
having members in more than seventy (70) Tennessee counties and eight (8) other States in -
the past two and a half years. e haven't yet begun to rise to our potenitial in helping
Tennessee's youth through 4-H. Weysincerely need and want your input.? v

Please look over the enclosed material and see what we are now trying to do. Find these

or additional ways in which you can participate and help Tennessee 4-H Alumni become an

even more effective volunteer group. Make any suggestions you may have to the members of
~ your Exective Council or State Officers. We need all the good help we can get.

If your membership certificate is not enclosed with this mailing, you can expect to re-

celve it in the near future. Life members joining on either the regular installment plan
or the automatic check plan will receive their life certificates upon payment-in~full of
the'membership fees. Newsletters, special announcements, and other materials will flow .

normally to these same members,

We look forward to seeing and working with you in the near future in our various meetings
and -activities throughout the Volunteer State as we strive to help others to " Make the
Best Better." . -

Tely Yours, . ’

S
Steve Parks

, ' President | .
une Thompson
Corresponding Secretary

4 Sy ,

<




July-Aug,ust-Septem ber

—

ANNUAL CONFERENCE THEME: -

SEEDS, CULTIVATION AND HA‘RVEST

Famnhar words copstitute the theme for our 1977 Annual ficers and Executnve Council
gathering. Havg you made plans to attend? Much time and effort M
has gone into this year's program. There's something in it for
_everyone. Bring'some potentlal alumm members, come take part,
"and bring® ybur famlly , ; -

PROGRAM HIGHLIGHT:

kY Door Prizes. . . .Good Food. . .
.Group Singing. . . .Inspiration. . .
) .Recreation. . . .Fall scenery of the

beautiful and colorful Cumbertand
Mountains. . . .4-H Alumni Fellowship.

.* .Judges’ Workshop—jointly
presented by Districts Wl and IV. . .
Presentation by Speakers. Bureau. , .«
.4-H Historical Display and Whose
Who Contest .. .Informative and Brief
Presentations By: Dean Lloyd

TR R S N TR 5

' -~
WOy

Downen, George Foster,

¢ongressman Albert Gore, Jr., i S,
Fletcher Luck, Roy Palk, John T GORE ¥
Tarpley. Dan Wheeler, State Officers,

State 4-H Staff and You and Your DISTRICT l\ :
Guests. . . .8pecial recognmons will MEMBERSH'P

also be made Electlon of State Of~ M EETING

2 et What a nice occasion it was on July
30, 1977 at the UT Martin facility.
Between 85-100 4-H alumni; fnends,
and guests attended. Not enough »
good words can be said about the
hospitality accorded the group by the
pfficials and staff at the University. A
debt of gratitude 1s due these Alumni
for their tremendous efforts in hosting
and planning this gathering. Mrs. R.H.
Lee, John Swaim, June Thompson,"
and Ralph Upton. A réproduclion of
the program Is below~

Advance Registration
Deadline Extended to
mid-night, .Monday
. .October 17th. . . .See
related Art/c/e for |

oo WHEELEF} Lo Rakk - | details. * . 1
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.TENNESSEE 4-H ALUMNT- ' .
District I Membership Meeting

5 . Satuxday, .July 30, 1977

Call to Order ... Presiding ..., Steve Parks, President

(2

iy

Invocation 7

Welcome ... Dr. Larry McGehee, Chancellor, UM

—-u—-‘
" v N
~-}id - 3
‘e 2,
P
" -
w .
°

Greetings: Mildred Clark, Assistant Dean, AES, UT
Joe Martin, Jr. President, State ll-H Council
Haywood Luck, District Supervisor, AES, UT

Background & éﬁronolggx

Present & Future Significance of 4-H Alumnlix in Tennessee
Dr. George S. Foster, Professor & Leader
State 4-H Sta.f:f AB uTr

ey y,
Pt -
"

iy
R

Y~
iy

|l

Continuing Service Award ... Glenda Booker ... Lebanon
Executive Council Member

Judges' Workshop (Part I of Tennessee Leaders Forum)

Speakers' Bureau ... John Swaim ... Union City

Individual Member's Rale ... Ralph Upton ... Jackson
Executive Council Member

’ Membership ... John L. Batey, Jr... Murfreesboro
State Membership Chairman & President-Elect

Other Alymni Projects ... Steve Parks, President
. Promotion .. 4-H History .. Fundraising ...

st

-xi\ i

\
J_TQLIB_ ««s Guest of the University of Tennessee ... . MILDRED CLARKE '
In Charge ... Mr, Guy Robbins ...

Counties with membership as
**«i***************f* * District I

Cave 1. ":"

,,,,,

"
MIsS ﬂ

Lunch at UTM Student Center

oI O =S
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DR GEORGE S. FOSTER .

i

Have You Added A MEMBER?
In 19772

The only way any organization
grows 1s by the support and promo-
tion of its own members. Our

CLASS OF 1976 take notice—.

ALUMNI MEMBERS TOO

December 31st, 1977, is the last
chance for former 4-H-ers who
graduated from high school in 1976,
to join our ranks with a life
membership for the $50.% rate. After
the end of the year it will be $100% for

these ‘young people. Current.

members also take note of this. This
Is an economic advantage for these
young friends. Call it to their attention.
Anyone wishing membership material

& Or further information contact: June

Thompson, Corresponding Secretary,
384 Wimpole Drive, Nashwville, TN
38211. (615) 832-8781

HAYWOODLUCK

Membership Drive officially ended on

Sunday, October 16, 1977, If yQu,

assisted the cause by enlisting new
-members ‘during this year's
Drive—Thank You.

If by chance, you did not get around
to securing one or two new alumni
members- - -please do so before
year's end. You'll be glad you did and
thﬁ‘new members will too! '

Rs now edsier than ever to join
Tennegsee 4<H Alumni. Qur State
‘Membership Committee directed that
an installment method of membership
payments be made possible by way of

ACP (authorized check plan) as well

as regular cash payments.

Thank You

For responding to requests for infor-
mation in the last Emerald Clover:
Dorothy Dixon, Steve J. Hale, Joe E.
Hali, Shirley Milier, Gordon Patfford,
and Jane Williams.

For helping plan, coordinate, and to
serve a thirsty Round-Up 1977: Mr. &
Mrs. J. Tom Bailey, Sarah White,
Karen Lewis, Mr. & Mrs. Bill Bruhin,
Mrs. Freddie Chambers, Regina
Chambers, Mrs. Ann Barrett, Susan
Barrett, Mr. & Mrs. Henry HortonwPam
Bailey, Dan Bailey, Eddie Lovin, Janet
Bryhin, Allen Bruhin, June Thomp-
son, Linda Gourley, Sally Smith, and
Seeve Parks.

ptember 1, 1977. By Steve Parks & June Thompson. Next revision to be released atter October, 1977.
District II
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District IV

District V
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District III %
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REGISTRATION INFORMATION

In order to heip our Conference
Steering Committee with their work.
we have enciosed cost information on
an separate pre-registration sheet
Also enctosed 1s a return envelope for
you to make your advance registra.
tion. Notice that there s an economic
savings for making advance registra-
tion. In fact, a 20% savings for those
who “plan ahead”, There will be an
additional charge for children over 12
and a corresponding reduced charge
for those under 12 This will be taken
care of at Crossviile Please help us by
fithhng out the enciosed pre-
registration form and returning it with
your check as soon as posstble.

" The Cumberland Mountains. are
usually beautiful at this time of the
year The evenings are hkely to be

- Cool, so bring swealers or hght
jackets You should also bring single
sheets, a pillow, and bath towels The
4.-H Center 1s an up-to-date facihty
with winterized capacities It does not
compare with the oid 4-H camps of
some members memories. Do make
your plans to attend Regrstration will
begin at the Crossville 4-H Center on
845 AM Cenlra/ Time

Please use the Pre-Registration Form
and Return Envelopq enciosed for
your -convenience .

DIRECTIONS
: GROSSVILLE
4-H TRAINING CENTER

About 5 miles out of
Crossville on the Sparta--
Crossvilie Highway (US 70
South) in the Pomona Com-
munmity A black and gold sign
marks the road on which to
turn ' .

After turning olf of the
Spar@~Crossw//g Highway (US
70 South) onto the Camp Road,
you drive about 3 miles to the
Trainng Center Its hard to
miss. I you do. call 788-
2197 (Cafeteria) or 788-2288
(Lodge) for help and better
directions

TO

Registration will begin at 8 45
and Program will begin at 10 00
AM Central Time

DY AYALATIT
EHIR
G Y i tha?‘ui.

ERICST.

Aruiext providea by enc |m-‘ Aruiext providea by enc

We want to encourage our
members to bring their tamilies A
child-care program is planned for
those under tweive and will be super-
vised by oider 4-H youth and some
younger older alumm  We stress
again we want to make a tradition of
this Conference being a family outing
So let us know the ages and how
many children you wiil have with you

DO YOU
REMEMBER

15 YEARS AGO?

If you know what has become of
any of these good people--drop a
note to June Thompson as to their,
name(s), location(s), address(es),
jobs or business activity, etc. Our
Corresponding Secretary’'s Ad-
dress. June Thompson, 384 Wim.
pole Drive, Nashwilie, TN 37211
(615)832-8781

PRESIDENT

David Stroua Wiison
1st VICE PRESIDENT

Jimmy Loftis Putnam ‘
2nd VICE PRESIDENT

Henry Walker Jr  Washington
3rd VICE PRESIDENT

Danny Chattin Rhea
4th VICE PRESIDENT

Johr McCatta i Tipton
SECRETARY,

Glenda Sue Howell Hambien
REPORTER

Laura Jean Bennett Bradiey
DISTRICT REPRESENTATIVES
Mary Evelyn Beuerlein Lawrence
Mary Nell McLennon Tipton
Sandra Lynn Cjay
Dorr's Todd Rutnerford
CONGRESS GOVERNOR

Nelsor Larkin Franktin
SPEAKER DF THE SENATE

Davit White Monroe .
SPEAKER OF THE HOUSE ~

Jerry Warren Wilson
ALL STAR BIG CHIEF

Steve Parks Coflee
ALL STAR LESSER CHIEF

Frank Liebrock Cocke,

ALL STAR SCRIBE

Mary Lee Washburn Lawrence
VOLUNTEER LDRS., CHM.

Mis Lem Parks Cotfee
CHAJRM 4.-H COMMITTEE OF EXTENSION
AGENTS

b b e s Hamrblen
4-H FOUNDATION CHAIRMAN
R e K

Loty

STATE WINNERS

: 1662
Automotive .
28

Wayne Swann Franklin

Beef

Henry Blankersh p R nerip g
Yeast Bread

Jo Ann Hope Bradiey

Sr. Canning
Carol Pongexter
Clothing

Maridyn Orga n Dichson
Dairy Achievement

Jornny Colebank  Sheity
Sr. Dairy Foods ,

Lynn Draper Bedforg

Sr. Electric

Melanie Russel Hambien
Entomology

Karen Mitter Carter

Foods & Nutrnition

Sh -ley Howard Hamitor
Jr. Fores(ry

Gien Ferguson McNairy

Sr. Forestry .
Reece Blackburn Smith
Frozen Foods

Mary Nell McLenngt T.pign

Tipton

Gardening
Brends Snapp Hawks
Hesith P

Nancy Mitgar Rutherfora
Home Improvement

Betty Anr. Daniel Frankiin
Home Management

Lourene Woods Rutrertorg +
Jr. Leadership

Jeane Ga.l Ashe Hawk.ns
Jerry Warren Witson

Poultry

Sandra Tipps Frankln

Safety

Gayie Gilien Wnite

Sr. Soil Conservation

J Haroid W HouQ"Dy Campbetl
Swine

Jon P McCaiia Snelby

Sr. Tractor

George Mirritt Franhin
Achievement ~

Bobby Gienn Terry Cumbenar.¢
Achievement

Janice Rowiand McMinn
Agriculture

Robert Wade Lankford Sumner
Home Grounds Beaut,

Layne Ezei! Lawrence
Field Crops

Anthony Martin Bradley

Home Economics

Mary Hamilton Bradiey
Leadership

Nettre Ann Farrnis Rutherfo-d
Garry Duane Spe.ch Cumberiang
Livestock

Jimmy Peppers Lawrence
Recreation

Alice Scott Washington
Home Economics Schol.

Linga Easor Haywood
Dog Care

- Robert George Campbeli Bracie,
"Forestry Scholarship

James Travis Amos Jetferson
AGR Scholarship

Johnny C Colebank She'by
PuLiic Speaking

Donna Fenmgn Weaney
Gm{v B'O\\(:l Hamrtten
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VOLUNTEER 4-H
POSITION DESCRIPTION

Position Ti;}e: 4-H Service Leader Category
Number

General Description: Offer the 4~H opportunity to both members K
. and leaders in a.community.

Duties:

1. Inform local people, both youth and adults, about 4-H. Position

Number

2. Recruit new 4-H members and volunteer.leaders.

3. Organize new 4-H clubs or groups.

4. Determine negessary training needed by the new 4-H o
staff valunteers. o
. g
5. Arrange for appropriate training for the new volunteer. =}
e =
6. Advise the new volunteers during their first year in 4-H. a
p 34
Competencies Needed:
This job requires a general knowledge of 4-H and the geographic area »
: =
where the volunteer will serve, an ability to communicate 4-H @
n
opportunities and operations to people, recruit new 4-H leaders, §
. 0
organize new 4-H clubs, write volunteer 4~H position descriptions, B
: o
determine training the new volunteers need, be able to counsel E
informally with the new vQlunteers on the details of their jobs.
Relationships:

The 4-H Service Leader is responsible to the 4-H Service Leader .

Coordinator. A review and updating of the position statement is held

-

annually with the 4-H Service Leader Coordinator.

Other:

The 4-H Service Leader should live in the area the service is given.

Local phone calls and personal visits possibilities with newly

recruited volunteer staff is important.

e «
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VOLUNTEER 4-H
JOB
DESCRIPTION

Title: '

»

General Description:

¢

Tasks:

RelationshVéips:
/

5

Other:

Category
Number

Position
Number

9T3TL




* VOLUNTEER
4-H
" TASK CARD

Position Title:

Task:

Competencies Needed:

v

ERIC

Aruitoxt provided by Eic:

7

Category
Number “
Position
Number
J
Task
Number
S
)
/]
<)




INDEX N
Position Descriptions
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Model - Volunteer Information Form (Front) .

. . ' \ Volunteer Information Form

Name < date volunteered

Address . phone

Role assigned: 1.

- “ - 'y
Marital status: M S WD 2. 5.
o 3, 6. .
No. of children A ' .
N b, 7.
Birthdate a ™
' 4
Occupation

1234567891011 12

Education college - 1 2 3 4, College plus 1 2 3 4 Amt. of time available: Week
* ) ‘  Month

ASpeciai skills:

LY

Hobbies: f

(Back) L

Training Received:

~

Date Type Duration ‘ . Instructor Resources Provided

Recognition Given:

s Date What: \ Where: . By Whom:

Commentary: - ' , N

\ Promotions:

14

7

Q -59- by
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Supervisor's Evaluation Card

4
Volunteer name State Supervisor # Evaluation
. -
1. Strengths '
' ) ~
) ?
2. Weaknesses. *
. |
3. Attitudes .
N L]
- , .
- ld
4. Potential )
5. Further training . ’ ’
\ o
r /~ \
6. Reassignment \
. . /
- . .
-
) J

ERIC .

s ’
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Volunteer Evaluation Card Supervisor

Volunteer Name Date Evaluation #
o8 ’ .

1, State your responsibilities

r . )

2. Discuss your training - helpful or needs improvement :

3. Number of hours contributed: Weekly Total:

4. Analyze satisfaction/dissatisfation and problems: -

6¢,.

‘61- ‘/
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I'll be working at:___
Major 4-H Prajects: ) -~
Active 4-H’er in - ... County
Puarenty’ :E:n?v\. S I . B
Address S 0P m e
oty state
Res. Phone: . Business Phone:__
Are you interesizdan meic wmlommation about Fennegsee 4-1 Alunun? yos no
Date _ _ Suymed _
0182
-,“ Prommng Depaein eot Muitegy

¢/o State 4-H Office, P.O. Box 1071

-

Knoaville, Tenn. 37901

N\




TENNESSEL 4.11 ALUMNI SERVICE CORPS

-  Gwduatron from involvement with 4-H 1s_not nccessary.
4 The &H program in Tennessee needs quahty young adult lcad.
ers. Who better than former active 4-Ilers can fill tlus need?
There are many ways that 4.11 alumm can remnain involved
with the aenve, current 4-H program. You can now **heep on
heepimg on™ with your 4-H connections through the ALUMNI
SFRVICE CORPS. The Service Corps is not all work and no
play.. After all that would be ery dull' Many fine friecndships
and cven some marriages have resulted from 4-H similantes.
The Service Crops also wishes to provide“an avenue through
which these fngndships can continue and mature into hfelong
friendships. Think about joming our efforts and keeping your f?
> talents at work for 4-H, .

. Alumm Service Corps is a volunteer group of college age

. students and other young adults who are interested in condin:
wng their 411 ues with friends and through continumg service

to vounger 4-tl'crs. What do we do™ Qur most recent service

sttty have mctuded pdpmg, decoratimg for bangquets, assis

g with State 4-H events.and providimg key-note or spira:

tonal speakers for county events,

nuddle / maiden

Zip

N

How did the Service Corps bein™ 1t began out of a need
by tlns age group to have a continumg legtimate 411 connee-
tion. A group of concerned wumni 4-1ers discussed the situa-
ton with cach other and approached the Tennessec 4-11 Adum-
nt orgamzation to see if something could be done. Discusaions |
and planming went on during the summer and fall of 1977 ., |
The organizational mecung of the Knoaville group occurred
on Febroary [6, 1978, Our sponsor presently is Tennessee
411 Alumni, Incorporated. Membershipin our sponsonng org:
amzation 1s not necessary to be in the Service Corps,

»

.

If you are interested in the Alumm Service Corps, please fill out the forni below and send to Alumm Service Corps, c/o

(Detach Here)
State 4-H Office, P.0. Box 1071, Knoxville, Tennessee 37901,

first
state

(Continued on Back)

-
PR
-

Tennessee 4.1 Alumm provides additonal leadership and
orgamzationak support when 1t 1s necded. We all want our
group to be as sellsulficient as possible. At present, Miss

. Ruth Henderson of the State 411 Staft works with our group |
helping to coordmate miny of our actvities. Plans call for us I
to bean additional support group for 4.1 - Something new

. and special’  As the track record of the first Service Corps .
grows. o does the opportwmty to form other groups in college
conmumties throughout Tennessee.

cny
)

last

Ready 1o jom? 1 so. please filk out the adjacent informa-
ton blunk and retum it to: Alummi Service Corps, ¢/o State
411 Otlice. P.0, Boy 1071, Knovville. Tennessee 37901« if
attending a 411 event, you might turn the form into whoever
15 1 charge of your registratton. Let us know on the tearof
portion it you would like additional infonnation about the .
Service Corps.

?

Home address
Heme Phone: (
School attending Fall 197

Name
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" Other Projects .
of the y

" Tennessee 4-H Alumni

~ - - 4

Judges* Workshop
The Judges’ Workshop is a'training workshop for
Lleaders who are. calied upon to serve as 4-H
judges. The Alumni project seeks to develop more

uniformity in the judging process and to build con- -

“fidence in our Ieaders ;udgmg

j
~
‘.
Y. G
.

<=« Continuing Service- Award

_ atboththe lo

to raise more funds for 4-

The award is presented to junior high 4-H’ers at
the ceunty level. This is an individual award to en-
courage the junior high 4:H member to remain in

. the program-and to work hardsr. More than 400 of

these awards were presented® to Tennéssee

4-H'ers’in 1977-78. . -

<4H Receptions -
At the present, two receptions are being held each
year. The first is at State 4-H Congress to honor all

senior members, adult leaders, and Agricqjturalf

Extension personnel. Later in the year, there is the
4-H Roundup reception. At the. 1878 reception,
more than 600 people were served following, the
Vol State Ceremony.

Other Activities .

Historical Commissions are in'the planning stages
1 and stat€’levels for the purpose of
orgamzmg 4-H histories. Also, 8 4-H Alumni
Devetopmem Council has Heen organized i in order
work in Tennessee

-

.

o | , The ' .
Tennessee 4-H Alumni

.
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THE SPEAKERS BUREAU |

’
~

* It All Began ... - '

At the organizational meeting of the 4-H. Alumni, Inc., one of the project suggestions was
that of a speakers bureau. The idea m%rched, and the“organization voted to make the
speakers bureau one of thgeir projects. We are proud to present gur speakers bureau to you.

\

% our Objectives . ..’

From the very beginning of the orbanization, our motto.has been to provide "continuing ser-

vice™ . Thus, our major objective is to provide service to 4-H by supplying speakers for coun-

ty, district, and state-wide events to both 4-H and non 4-H audiences. The idea is to improve
the public relations image of 4-H and to'make Tennessee’s citizens more aware of the oppor-
tunities that 4-H provides its members, who will shortly be voters and taxpayers also. We
strive to provide quality speakKers to all part of the state.

"
3 - R [}

8 These Speakers Are Ideal For.. . . ' ‘
4-H banquets or meefings
Civic clubs ’ ., )
Community groups . . .
School gatherings )
Church organizations -
Business meetings' . e

% So YouWant A Speaker. ..

If you have decided that you want a speaker for a 4-H or non 4-H event, 8 complete listing of
our speakers, their addresses, and their phone numbers is available on the reverse side of the *
brochure. You may contact the speakers directly. It s up to the individual speaker to decide
whether or not he can speak at the event in question. Payment of expenses to the speaker is

not necessary; however, this is a matter that is strictly between you and the speaker. . '

» te

‘& If You Have Questions . L. R ~ '

If you have any questions about the speakers bureau, please contact the state director, John
Tarpley, Route 2, Lascassas, Tennessee 37085 or phone 615-893-4570. Also, biographical in-

formation about any- of the speakers may be obtained from this address. . .
- N - / ‘e v ' ' \
K v N [ : -
» ) .66- ;‘f / v




EDUCATIONAL EXHIBITS
(Fairs, conferences)

P

i .

1. What and Why? 1In 1978 the State 4-H Alumni Association set up a fair booth at
the Tennessee State Fair to promote the activities of the association and provide
information on how to join the U-H Alumni Assoc. or provide non-active membership *
support by other means. -

’

Background? The original fair booth idea was to have a booth at each major fair
in the state, and we began with the one fair in Nashville last year. Hopefully
in the future, other U4-H Alunni fair booths can be exhibited. Alumni members in
the Nashville and surrounding areas were called upon to assist in the physical
set up of the booth. Pictures were provided by the state 4-H Alumni president,
the vinyl 12' Alumni bapner was used (also provided by state office), and the
association provided funds for supplies (crepe paper, poster board, letters, spray
paint, etc.) in order to visually display the-activities and opportunltleS‘of the
4-H Alumni Association. Booth space wag provided by “the county ag. extension service.

v

The state office had flyers printed. which gave a bottom blank to be filled out in
ordey to gqualify for the drawing the.last day of the fair for a $25 'savings bond
which the association provided. In other words, those interested in 4Y4-H Alumni
were eligible to fill out a blank for the drawing. (I must note that several
persons not interested at all in 4-H Alumni registered for the drawing.) But,
at the end of the Fair (7 days) we had appreximately U400 persons who registered.
The association secretary-treasurer contacted those persons who were interested
in either joining or supporting the organization, and several good prospective

.y members ensued. - We also had available on the registration table 4-H Alumni
membership brochures for intgreste& persons to take along with them.

The Fair Booth Committee-contacted as many U-H Alumni Members as possiblé to
work 2-3 hour shifts in the fair booth. Admission tickets were purchased at
discount-rates from the Tennesseg,State Fair to give to the workers, so this was
a way they could come to the fair® free, work in the fair booth answering questions
about the Association, and enjoy leisure time at the fair. Once workers were
comnitted, tickets (both parking and admission) were mailed to them.

*

-

worker to sign his name and time worked. Each worker. recelved a personal "thank
you" letter from the U-H Alumni Association President.

.~ _ : I
2. Up-dated Status If any county 4-H Alumni members weuld like to set up similar fair
booths in other areas of the state, our Committee will be glad to
answer any questions that might arise. This was a very inexpensive project, and
possibly, a new angle (other thantSavings Bond) could be used. Any donations from |
area businesses would surely draw attention to the booth, and the businesses would
- receive full recognition of their donations. Don't fqyget-THANK YOUS .

L

"’Now is the time to prepare for a falr bgoth for this year. A list of fairs is' -
attached.

> N - B s

. TS ¢ ) :1ynne'Williams

!
‘ . : o -

|
|
1
|
\
|
l
|
\
|
|
|
|
|
i
|
\
|
|
All werkers were prompt and a sheet was kept af the reglstratlon table for each
\

. ’ ' “67" . -~
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. ~ AWARDS AND RECOGNITION

In order to recognize the service work o6f a County 4-H Alumni
group, the following awards are set up based on participation
during a calendar year.

-
.

e

A. There are two divisions for rating purposes

. oy .
1. Division 1--1-10 members . -
~ ~(‘.) . .
2. Division II--over 10 members f@%‘)“ e .
B. gDistrict Award(s) | . o ) k4
. Ed
1. $25.00 - suggested for transportation to, 4-H Alumni
e Annual meeting.
, 2. $50.00 - for a lifetime membership to a.graduating
senior 4-H member plus a plaque to the county alumni
¢ organization.
C. Rating System e %
R U ‘ . - .
1. District ' . e
o o a. WHite Group - 0-50 points ~ Ribbon
. b. Red Group - =~ 51-100 points - Ribbon - -
‘ c. BldéiGroup .~ pver 100 points - Ribbon )
. . d.. A épécial award will be presented to the winner in
' edch division in each Extension Pistrict. To quality , ,
N . for this award, the champion must also have a Blue .
: Group rating . -
- "
2. State N
a. A state award will be\presented i each division. . .
D. Time and Place .
méetings (January or Pebruary).. ® ‘

2. State awards Qill be made at the Anrdual Meeting (ﬁarch

| & 1. District awards will normallyube presented duting district

|

\

i

\

| April). . -

[
L4 [




11.
12.
13,

14,

SUGGESTED SERVICE PROJECTS

(See Appendix for brief explanation of selected projects.)

Project No. Points Earned

t

County Leaders' Forum ‘ o 10

Social Outing (suggested with 8th .
or 9th grade 4~H members) . .10

Help plan and organize the county
achievement program. 10

Tennessee 4—H Alumni Membership Drive
" BEach new lifetime membership 10
Each new annual membership . 1

Assist another county organize a

county 4-H alumni group ) 10 . '
Chapter ﬁistory (for activities prior . )

to current calendar year} : 10

Serve as leader for local 4-H Club v
(per leader) . 5

“Serve as 4-H project group leader N

. (per group) 5

4~H promotion through radio, TV, newspaper, 5

arranging for the use of a speakers' bureau

member, county fair booths, etc. (per promotion)

Compile a list of graduating high school ’

'senior 4~H members in your county (and in - 1
surrounding counties where there is no active ‘
alumni group). Include 4-H member's name |
parents' name, and -home address. Mail to: ]
Tennessee 4~H Alumni, P. 0. Box 3333, Nashville . 1
Tennessee 37219. (per county list) 5. ' ‘

. N ‘

Serve as an adult leader for a local or, - N l
county 4-H Community Service or 4-H

Community Pride activity. (per leadership) 5

Have dn alumni member speak on behalf of 4~H 5

Chapter scraﬁbook (kept by calendar year) 5 . . -

Number of currént Tennessee 4-H Alummi members °
(per member) ! 2

’ o
e

:
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FORWARD TO THE JUDGES ) .

Table of Contents

. . .

Your Responsibility As AJudge . « + + « ¢ < ¢« ¢+ v o 0 o o 1 .- "

An Introduction to Your Importance . . . . o « ¢« + o« « . 3

" The Judging ProCess « « « « + 4 o o o o o « o & o o v o oo 4 ‘

4~H Demonstrations . . . “. . . oo o000 o e 5 g

* Demonstration Scorecard « « « « + ¢ o ¢ ¢ % 4 e e 4 . 3 6
_ The Project Interview . .« « « « ¢ & « &« o o« o o o « o oo 8
Interview Scorecard . . . . . . /i o 0000 . L 9
Speeches . . . « .« v ¢ o o o0 v e 0 e e e g e ol 1
. Prepared Speech Scorecard . . . . . . . . . . . .00 ., 12
° ‘Extemporaneous Scorecard!. . T £
Displays .« « ¢« v v d ot e v e v e e e v e e e e e e . 16
, Educational Display Scorecard . . . . . . . . . . . . ...18
- POSEETS ¢« v o ¢ o o o o o o o o o o o o o o o o o o o o4 20
Poster Scorecard « « « « « o 4 o 4 o 4 e 0 4 4w oo 4. 21

, Share—the=FUn « « « « « « & v v o v o o v o o o o o o vo 23 ) )

Share-the~Fun Scorec8rd « « « + o« « « o « o ¢ o« o« o + oo 24

- The Judges Workshop is an attempt by Tennessee 4-H Alumni to
assist counties with a crisis plaguing almost every 4-H agent... N
) * discovering and training qualified judges for 4-H Glub competition.
-
5 This information, prepared by a committee of 4-H Alumni,
in cooperation with the State 4~H Department, represents a‘majoq
) undertaking of the Tennessee 4-H Alumni which was organized
March '15, 1975. ’ ,

‘ i_ The committee of 4-H Alumni respoiisible for this proj?gt
is: ’
Peggy Adkins, Chairman, Knox County
Bobby Beets, Bradley County
. Sandra Fortune, Johnson County, . -
. ) *  Teresa Goddard, Loudon County -
. .~ Rural Peace, Putnam County ) .
Ben Powell, Knox County .




S

LRI

LR
+
N L .,»
v Dlgeuds, aNEEOL

Phillip Burns, M.D. ’
(Chattanooga) . .
1961 State Council President, now Chairman
Dept of Surgery st UT's Chinical Education
‘Center 1n Chattanooga
My 4H experience helped me to be
able to relate to all types and ages of
people. A desire to help others was also
nurtured and cultivated through 4-H."

Ieula Lee {Mrs. R.H.}) (Martin)
1949 President State Volunteer Leaders and
State Award Sponsor
“4-H has been and continues to be a
* large part of my hfe. I have seen- it
favorobly shape the lives of hundreds
of today's good citizens "

Ralph Upton (jackson)
1968 State’ Winner in Horticulture, now
works with Goldkist Corp in West
Tennessee
“Much satisfaction comes to one who
helps the life of a younger person.
Others helped me as a 4-H'er. I can do
no less * AN

Amy Harding (Murfreesboro)
1974 State Leadership Winner. now an
MTSU student

“4-H means much to me. I hope to.be
able to repay in service to others some

¥ measure of the enduring benefits 1
réceived.” °
. “ e
R e

’ R ¥

George ngter, Ph.D (Knoxville)
Professor and State 4-H Leader. Asix year 4-
H member with poultry. dalry. and corn as
‘projects.
“Perhaps the most significant happen-
ing during my. lifetime hos been the

organization of Tennessee &H -
ni.””
Glenda Booker (Lebanon) \ -~

1966 State All Star Scribe’s Now Associate
Extension Agent in Wilson County.

“¢-H work has become my profession,

It continues to be ¢ most impértant part

- of my life. I'm glad to be a part of our
Alumni effort."
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Janet Cordell’ (Smyrna)
1976 State Winner in Dairy Foods, now UTK
Sophomore .

"'4-H has been my whole life for the past.
ten years and in my opinion Is one of
the greatest youth organizations in the
world today. It teaches young people .
how to set gools and reach them I can-
not imagine a future that doesn’t in-
clude 4H | hope every 4-H Alumnus
and concerned adult will join together
to help keep 4-H alive qnd weH ’

Rodxiey Barnes [Frankhn)
1972 State Council President. I\ow‘SIale Faxr
Admuinistrator for Tennessee s Dept of
Agriculture.
“Everyday in work 1 am remmded
of excellent learning experiences that 4-
H teaches our youth It has been very
important in iy hife "

Ladye Frank Sanders (Mrs.
Doug) (Nashville] . .
1953 Guirls's State Recordbook Winner. now,
housewife, mothér, and family business-%
partner .~

“The greal need for ond potential of 4.H
Alumn; to help our young people are
worthy of all the assistance we can give.
*4-H has meant! a great deal to my life "

Murray Milés, Jr. (Columbia)
1947 State Darwry Production Winner, now
Director of information for Tennessce Farm

Bureau Federation
‘There 1s no way to pay back‘to 4-Hall .

it has .meant to me, both as a member
over 30 years ago, and what 1t hos con-

s tinued to mean since that time. Too
many of us walk oul after we are
members and forget what 1t did for us.
4-H Alumni is a way to repay "

Joe Martin, Jr. (Hickory Valley) ‘
1977 State Council President and 1976

Leadership Winner, now pre-med siudent at

Old Miss. ‘
It appears to,me that the future quality -

of 4-H n Tennessee will soon depend
quite heavily on Alumni who ore will-
ing to stand up and be counted. Il intend
to be among them.”

- .

Bob Battle (Nashville)
Senior Editor of the Nashville Banner. Past -
Potentate of Al Menah Shtrine Temple and
Past State- Alumni Winner.
“Peaple who want something badly
enough con usually find the WILLpower
to achieve it The key to mywilipower
was the 4-H club which led to my career
as a writer.”

¢ MY




Concluding Remarks

[y

One of the goals of the internship was to help several counties begin to
to organize alumni committees. Two committees were formed, one 1h Mont gomery
ES County, Mary;andnagd the othé€r in Fairfax County, Virginia. The Montgomery

County Committee has_set a sgcond meeting date to determine their goals' in

-

locating alumni. They have'@éde plans to locate alumni at their county .

* . -
fair. (

The Fairfax Committee also‘has formed and met. They already have located
7 ' ' :
many alumi and are now determining the various roles alummi can play within

4-H.

o~

To clarify the roles of the committee, the Extension staff and myself, it was

necessary to write up job descriptions for aill fnYO1Ved. These descripgions }

e . . . 4

. ) . ‘
\ areincluded in this paper for your use. TN . ST
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Extension Staff Position Description

Job Title: Support Team to Alumni Ad Hoc Organization Committee

.
-

Objectives of Job: To support and ggg'the committee in forming and

implementing their decisions and to begin one or

2

- more methods to locate alumni.

Duties: Agent: 1. To locate alumni to form committee or

2. To locate one interested, motivated aluﬁzf'to find

the rest of the committee
I . 3. Provide resource information to committee

v

a. former surveys conducted to find alumni’

- b. all names and addresses of found alumni, retired

-~ e
.

4-WF leaders and volunteer leaders.

4. Inform’ committee of 4-H events so committee can attend

“

and ask alumni to make themselves known.

5. Help arrange a meeting of committee members with senior

4-H'ers. ' .

Support Staff: 1. Provide support aid

a. typing
e 3 - ‘
b. mailing .
. ' i
‘ = ¢. copying or printing
o

A

‘ gi;g?Extension Staff: Report names, addregges and telephone numbers
- ,}' .

e 3_ }{’ / of all alumni who call the Extension office.

2
Régdffements: To help the committee meet their goals by February 15, 1980.

Relationships: 1. Serve as available support and resource to committee

-

. 2, Continue communication with intern.
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Intern Position Description

“

*r

Job Title: Intern Advisor

Objectives: To encourage agents and/or alumni in formulating an Ad Hoc -
" Alumni Committee that meets regularly, determines objectives
- - and begins to locate alumi. - )

Duties: 1. To keep in contact with the Fairfax and Montgomery

County Agent and Arlington Executive Council and the
- three Ad Hoc Alumni Committees.
2. To be available to clarify~information in "Guidelines

for Finding and Using Alumni,'" and aid in decision

« ' making. , ' ,

3, Advise Alumni Committee on how to begin to find alumni.

Requirements: T be available as a motivator, resource person and a

support to the Alumni Committee until Febru%ry 15, 1980.

&

) Relationships: 1. Serve as an advisor, and a resource person to the

-  d
Ad Hoc™Alumni Organization Committee.

2. Keep the Executive Council and 4-H agents informed

of progress and needs.
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Ad Hoc Alumi Organization Committee fosition Description . . v

A}

Job Title:  Alumni Ad Hoc Organization Committee (3-7 people)

|

|

‘ »

I Objectives: 1. To determine what alumni want to accomplish by
& identifying alumni.

-
- ~

. 2. To determine whether to organize an Alummi‘Assoéiation.

3. To establiéh working relationships and open communication
lines with the County Executive Councils, Extension

¢

Office and the Intern.

4, To start locating alumni.

Duties: (Dependent on above decisions)
1. If the Alumni.Association is desired:
a. Discugg and_Establish: (refer to guidelines)
1. purpose of organization

2. membership requirements and fees

A -

X 3. budget )
" ¥ ' 4, membership applications ‘
Z o . 5. publicity brochure
.- - r

. : 6. alumni maintenance system

-
~

7. “decide to implement one ‘or moré~method(s) to
locate alumni described in éuidelines for finding

3 and using 4-H alumni. o ’ ) \

! > 1

b. ~ Delegate job aséignments tggcommittee members and/or

other outside help.

1. Research

-

- collect dapa and file<resea;ch information, .

addresses and phone numbers.

-81-
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Cod 2. Secretarial

L)

¥

‘contact alumni (personally, letter, teleb@one)u

receive and date mail

.

. - correspond with sender of mail

develop, print and gend newsletter, membérship

pamphlets and applications-

- organize the filing system . )
< 3. Financial : ) ‘ -
‘ - recdord and date income and expenditures s J
- organizé file for cancelled checks , T

\ "2. If no Alumi Associafion is desired: -
a. determine objectives of finding alumni

b. decide on one or more methods of finding alumni

- s - .

c. .delegate assignments to Ad Hoc Committee
’ Requirements: To be completed by Friday, February 15, 1980
1.” meet as a committee ’ ,

2, discuss objectives . .

o~
-

3. 'delegate job assighment§

4. begin to implement method of locating alumni

5. 'gse "Techniques ,and S{;ategies of’identifying and
Involving 4-H Alumi" as a resource.

Qualifications: &

)

1. Desire to find and organize alumi

2. VisiqB,for how alugni can strengthen 4-H

i

3. Ability and time to accomplish one or more of the job

assignments .




-,
* o

Resources: 1. "Techniques and Strategies of Identifying and Involving

’ - "Alumni" / . :

Ty

2. Intemn

»
. . A ¢

3. 4-H Agent and:Extension support staff

"

~  Relationships: , ‘ . )
1. Inform Executive Council of decisions
N .

s ) 2. Inform intern of decisions and ask for necessary advice

3. Inform agent of decisions ' * , =

/

’

ERIC
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